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ABSTRACT
The purpose of this study was to identify competencies needed 
by secondary business and office education teachers in Louisiana.
Specifically, the following questions were investigated:
1. What competencies should be exhibited by secondary business 
and office education teachers in Louisiana?
2. What is the rank order of all the identified competencies 
based on the degree of importance placed on them by secondary business 
and office education teachers?
3. What is the rank order within each competency area of the 
identified competencies based on the degree -of importance placed on them 
by secondary business and office education teachers?
A survey of current literature was conducted to devise an in­
strument composed of items relating to competency areas of planning, 
developing and evaluating the program, planning and implementing in­
struction for the classroom, evaluating instruction, guiding and 
understanding the student, managing the classroom, developing the 
professional role, communicating with the public, sponsoring student 
business and office education organizations, and coordinating on-the- 
job work experiences. The opinionaire was constructed by the writer 
and submitted to a jury of thirty experts for validation. The opinion­
aire was revised in accordance with the evaluation of the jury. Jurors’ 
responses to the items of the opinionaire resulted in three items being 
dropped and one hundred forty-seven being retained.
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During the spring of 1979, instruments for the study were 
mailed to 790 business and office education teachers in Louisiana. 
Completed instruments were returned by 402, or 50.8 percent, of the 
surveyed population.
Within the context of the study, the following conclusions 
were reached:
1. The population of business and office education teachers 
in Louisiana agreed that the 147 competencies on the opinionaire were 
indeed of importance to their teaching. There were no competency 
statements that were felt to be of little importance or of no importance 
by the teachers.
2. Competency Area Three "Evaluating Instruction" comprised 
the largest number, seventy-three percent, of the total items within 
the nine competency areas considered to be of major importance by the 
secondary business and office education teachers in Louisiana. Compe­
tency Area Nine "Coordinating On-The-Job Work Experiences" comprised 
the smallest number, nineteen percent.
On the basis of the findings of this study, the following 
recommendations are made:
1. Teacher educators should examine their undergraduate and 
graduate curriculums to be certain that sufficient emphasis is specifi­
cally being placed on the competencies pertaining to evaluating 
instruction.
2. Inservice workshops which enable business and office educa­
tion teachers to update their knowledge and skills concerning diagnosing, 
developing, and evaluating student performance should be provided by 
local education agencies and/or professional organizations.
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3. Topics for inservice workshops conducted by the Business 
and Office Education Section within the State Department of Education 
should be selected from the list of competencies identified as being of 
major importance by the teachers.
4. Curriculum planners at the state and local levels should 
use the comprehensive list of identified competencies and the rank 
orders of the competencies within the areas as the framework for the 
development of competency-based teacher education programs.
5. Future research should be done to determine any signifi­
cant changes in the teachers’ opinions concerning the importance of 
the competencies identified in this study.
6. Studies similar to the present one should be carried out 
in other areas of vocational education.
x
Chapter 1
INTRODUCTION
In recent years business and office education has changed 
rapidly in order to keep pace with the increasing numbers and kinds 
of business activities in which people engage. Instructional materials 
have been greatly improved, multi-media aids have been developed, and 
the equipment used in instruction has been modernized. The result is . 
that more time, effort, and money are being spent in the field of 
business and office education than at any other time. Yet, surrounded 
be new facilities, excellent equipment, and the best instructional 
materials, the teacher continues to remain the key factor in any pro­
gram of education for business.
What, then, should be the approach to preparing competent busi­
ness education teachers? Most existing teacher education programs have 
evolved over time. There have been many factors contributing to this 
evolutionary process— teacher educator's interests, textbooks, teacher 
certification codes, college degree requirements, inherited course 
syllabi, and others. The attitudes, knowledges, and skills required 
by teachers in order to be realistically effective all too often have 
had little to do with these factors. Thus, the teacher education cur­
riculum has approached the necessary competencies through happenstance 
rather than by design (Volger, 1975).
Ideally, a program of business teacher education should consist 
of emphasis on those competencies that individual teacher-trainees need
for successful teaching. This type of program would make it necessary 
to prepare a comprehensive list of qualifications needed by a business 
teacher. Programs could then be tailored to meet individual needs. 
Admittedly, this ideal will be difficult to achieve, for more work needs 
to be done on identifying teacher competencies (Wanous, 1966). In con­
curring with this point of view, Adams (1976:12) states that "More 
studies should be made in the area of teacher competence— what kinds 
of teacher behaviors result in the desired behavioral changes in 
students."
Identifying teacher competencies offers a method for making 
explicit many of the capabilities a teacher must have; the successful 
completion of this task provides a foundation for further problem 
solving.
STATEMENT OF THE PROBLEM
The major purpose of this study was to identify competencies 
needed by secondary business and office education teachers in 
Louisiana.
Questions To Be Answered
In order to achieve the study's major purpose, answers were 
sought to the following questions:
1. What competencies should be exhibited by secondary 
business and office education teachers in Louisiana?
2. What is the rank order of all the identified competencies 
based on the degree of importance placed on them by secondary business 
and office education teachers?
3. What is the rank order within each competency area of the 
identified competencies based on the degree of importance placed on 
them by secondary business and office education teachers?
Basic Assumptions
The following basic assumptions were made by the researcher 
concerning this study:
1. There are identifiable teacher competencies which are 
characteristic of effective secondary business and office education 
teachers.
2. The experts used to develop the opinionaire are aware of 
the competencies that should be exhibited by secondary business and 
office education teachers.
3. The opinionaire being used for securing the necessary 
data is an adequate instrument for the purpose of this study.
DEFINITION OF TERMS
1. Teacher competencies are the concepts, skills, and atti­
tudes needed for the sufficient demonstration of performance of 
teaching responsibilities.
2. A competency area is a group of related competencies.
3. A business and office education teacher is that instructor 
who prepares students for entry and advancement in a business and 
office occupation or any occupation requiring business and office 
education competencies. Three of the six daily class periods must
be spent teaching in this discipline.
4. A business and office education teacher educator is that 
person at the university level charged with preparing teachers or 
prospective teachers to qualify for certification in vocational business 
and office education programs.
5. Vocational education is a program of education preparing 
a learner for entrance into a particular chosen vocation including 
such divisions as trade and industrial education, health education, 
agricultural education, business and office education, and home 
economics education.
DELIMITATIONS OF THE STUDY
The following delimitations were recognized in conducting the
study:
1. Secondary business and office education teachers in Louisi­
ana who provided data for this study were limited to those employed 
during the 1977-78 academic school year and who were teaching at least 
three daily class periods in the discipline.
2. The study was limited to the public secondary schools in 
Louisiana; no private schools or vocational-technical schools were 
included.
IMPORTANCE OF THE STUDY
The most significant and basic fact revealed by the literature 
review was that there was an apparent lack of investigation in the 
area of assigning levels of importance to the competencies needed by 
inservice teachers in all the areas of vocational education. The 
comprehensive list of competencies identified by the findings of this 
study will enable personnel to evaluate and to update undergraduate
and graduate curriculums in business and office education and to prepare 
effective inservice education programs. In addition, the list of compe­
tencies will be a valuable tool for curriculum planners in the develop­
ment and the assessment phases of competency-based teacher education.
Chapter 2
REVIEW OF RELATED LITERATURE
In investigating the research and literature related to the 
identification of teaching competencies needed by secondary business 
and office education teachers, it was found that the research could be 
categorized into three areas: research identifying competencies common
to all the vocational areas, research identifying competencies specific 
to the business and office occupation area, and research identifying 
competencies specific to the vocational areas other than business and 
office education. The research cited within each category is presented 
in chronological order according to years. This is done in order to 
show any influence one may have had on another.
RESEARCH IDENTIFYING COMPETENCIES COMMON 
TO ALL THE VOCATIONAL AREAS
Courtney (1968) pointed out the need for developing common or 
core curriculums in vocational teacher education training programs in 
order to avoid overlapping and duplication of professional education 
courses. His study focused on the development of a unified design for 
training programs in vocational education so that a listing of common 
needs for vocational teachers could be established. One year later, 
he conducted a study to actually determine common training requirements 
of secondary vocational teachers. Five vocational education disciplines 
were represented in the Courtney and Halfin (1969) study. They were 
vocational agriculture, home economics, trade and industry, distributive
6
education, and business education. Through the factor analysis method, 
it was found that items tended to cluster into common groups or cate­
gories which relate to one another; this factor lends relevance to the 
present study. The discovery of "clustering" led to the actual identi­
fication of many professional competencies that were common to all the 
r f.ve groups of vocational teachers that were found in the research of 
v. jurtney and Half in (1971) .
In furthering the search for the existence of a body of common 
performance elements (competencies) for all vocational service areas, 
Cotrell et al. (1971) reported the first phase of a comprehensive pro­
ject initiated to develop, to demonstrate, and to test curricula for 
the preparation and the inservice education of vocational and technical 
teachers. First, 237 performance elements (professional competencies) 
common to teachers in all vocational service areas were identified as 
well as additional competencies important to teacher-coordinators in 
cooperative vocational education programs. Performance-oriented ob­
jectives were then developed for each performance element identified; 
a total of 384 competencies were identified.
As a result of the second Illinois Vocational Teachers Con­
ference, Terry, Thompson, and Evans (1972) presented the results ob­
tained when the 107 vocational educators from all service areas ranked 
competencies according to whether they could be achieved in preservice 
courses or in on-the-job training. Four hundred seventy-seven voca­
tional competencies were identified in this manner.
RESEARCH IDENTIFYING COMPETENCIES SPECIFIC TO THE BUSINESS 
AND OFFICE OCCUPATION AREA
Kessel (1957) conducted a study at the University of Wisconsin 
in which he used an analysis of critical incidents to determine the 
necessary requirements for the effective performance of secondary 
school business teachers. An analysis of observed effective and in­
effective behaviors of teachers in the execution of a job or activity 
was made. Kessel*s study was germane to this research in that he first 
identified critical requirements for business teachers, and this was 
similar to the identification of needed competencies.
Another early study in the area of business teacher competency 
dealt with student teaching programs for prospective business teachers. 
Ebert (1961) sought to determine what should be included in the student 
teaching program. He specifically wanted to define and to verify compe 
tencies in teaching business subjects at the secondary level and the 
selection of the content of student teaching that would aid most in 
developing these competencies. He identified six fundamental areas of 
educational endeavor in which teachers should be competent: curriculum
guidance, instruction, extra-class activities, liaison and profes­
sionalism. Additional studies emphasizing the student-teaching aspect 
were done by Black (1974) and by Drennan (1969). The focus of Black's 
study was on program experiences as a means of improving business 
teacher competence; Drennan*s thrust was on aspects of curriculum 
improvement as a means of developing competent business teachers.
The states of Michigan and Florida have published reports and 
studies pertinent to the area of investigation. A study conducted by 
the Michigan State Department of Education (1970) involved teacher
coordinators in vocational business and office education. A competency 
examination was developed to assist in certification as well as to in­
crease the supply of vocational business and office education teachers. 
The rationale for the examination was derived from reviewing literature 
and gathering information from 12 states, 25 coordinators, and from 
"before and after" questionnaires completed by graduate students. The 
examination was designed to test competencies in technical content and 
skills, professional vocational teacher education and work experience.
A second study in Michigan was done by Kohrman (1975). He identified 
those curricular objectives or professional competencies expected of 
beginning vocational teachers including business educators. A list of 
some 60 competencies was developed along with 200 enabling behaviors 
which were prepared as a means of achieving the competencies. The list 
of competencies was to serve as a framework for the development of 
instructional materials in the various required professional education 
courses for vocational education teachers at Western Michigan 
University.
In Florida 65 professional competencies in eight categories 
important to business education teachers were specified. Lima (1972) 
used student teachers, teacher educators, first and third year teachers 
as well as business teachers in Hillsborough County in his survey.
These identified competencies were used in the Florida State Department 
of Education, Division of Vocational Education Report (1976) focusing 
on the identification and the validation of professional competencies 
important to vocational business education teachers in Florida. There 
were 92 competencies identified and ranked in importance.
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The unpublished doctoral dissertations prepared by Rossetti 
(1973) and Russell (1975) were relevant to this study. Each dealt with 
the identification of teaching competencies needed by business education 
teachers. Rossetti’s major purpose was to specify the teaching compe­
tencies for which additional knowledge and/or understanding was needed 
by business education teachers in the secondary schools in New Jersey 
and to determine the relationship between the identified teaching 
competencies and selected variables relating to the teachers who par­
ticipated in the study and to their schools. These variables were: 
sex, age, teaching experience, teacher educational level, business 
experience, undergraduate major, type of undergraduate institution 
attended, school location, and school student population. Russell used 
competency clusters in finding what priority was assigned to these 
competencies by groups of business teacher educators, cooperating 
teachers, and local supervisors of business education. The competency 
clusters that she used were: (1) Student-centered teaching, (2) Non­
directive teaching, (3) Performance-oriented teaching, (4) lesson 
preparation, and (5) Student discipline and control. A total of 73 
competencies were contained within the five clusters.
RESEARCH IDENTIFYING COMPETENCIES SPECIFIC TO THE VOCATIONAL AREAS 
OTHER THAN BUSINESS AND OFFICE EDUCATION
Numerous studies have been undertaken regarding specific compe­
tency activities in vocational education other than in business and 
office education; however, the findings have either a direct or an in­
direct effect upon teachers in the office occupations area. This body 
of research reviewed will be grouped according to the area investigated 
and in chronological order by dates within each specific area.
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Related Work Experience
Brooks (1971) determined that there was a positive relation­
ship between related work experience and teaching effectiveness of 
vocational education teachers. In addition, he developed a valid and 
reliable performance checklist to measure teaching effectiveness. It was 
found by Thoreson (1972) that work experience was mandatory in the 
majority of states for certification of teacher-coordinators in vocational 
business and office education. In most states, one year of occupational 
experience was required with no stipulation of recency. A study by 
Burrow and Groneman (1976) identified and validated teaching competencies 
that can be developed through occupational experience. There were 95 
competency statements compiled from the 384 identified by Cotrell 
(1971). Each competency was rated on a questionnaire according to the 
relative value of occupational experience in developing that competency. 
Work experience was considered valuable by business education teachers 
and should be a requirement for competency according to research by 
Chism (1977). However, 49 of the 50 states do not require it for certi­
fication and no states require if for recertification.
Inservice Teacher Education
Since this research project was concerned with inservice teachers, 
the areas of chief concern found by Wesner (1973)' were helpful in ascer­
taining the needs of business and office education teachers in Louisiana. 
He found the chief concerns for inservice education of secondary teachers 
were curriculum, planning in specific subjects, classroom procedures, 
meeting individual differences, inservice education of probationary 
teachers, and implementation of new courses. The Wesner study dealt
with secondary teachers in general, and the DeWitt (1973) research 
focused on the inservice needs of teachers in the office occupation 
area. Recommendations were made about program planning and development.
Chapter 3
METHODS AND PROCEDURES
The purpose of this study was to identify competencies needed 
by secondary business and office education teachers in Louisiana. This 
chapter presents the methods and procedures followed in accomplishing 
the purpose.
DEVELOPMENT OF THE OPINIONAIRE
Selecting the Competencies
The 150 competency items used in this study were identified, 
selected, and categorized into nine competency areas after careful 
examination of research studies, bulletins, reports, books, and dis­
sertations. They were chosen primarily on the basis of the number of 
times they appeared in the literature. The nine competency areas 
were: (1) Planning, Developing and Evaluating the Program, (2) Plan­
ning and Implementing Instruction for the Classroom, (3) Evaluating 
Instruction, (4) Guiding and Understanding the Student, (5) Managing 
the Classroom, (6) Developing the Professional Role, (7) Communicating 
With the Public, (8) Sponsoring Student Business and Office Education 
Organizations, and (9) Coordinating On-The-Job Work Experiences.
PILOT TESTING THE INSTRUMENT
In an effort to determine the effectiveness of the instrument 
for collecting the data, the proposed format of the opinionaire was
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submitted to a jury of experts. The jury was comprised of persons 
from three areas in the discipline— the directors of business and office 
education departments in the state universities in Louisiana, business 
and office education methods teachers in the state universities in 
Louisiana, and nationally recognized experts in business and office 
education. The experts throughout the nation (Appendix B) were selected 
because of their contributions to the field of business and office 
education, their experience, their leadership, and their publications.
The instrument (Appendix C) was sent to the jury with an accompanying 
letter (Appendix A) explaining the purpose of the study and requesting 
a response to each item according to the suggested scale. A follow-up 
letter (Appendix D) was sent to the jury two weeks later with another 
copy of the opinionaire in order to secure more responses. The jury 
evaluated the importance of each competency to the business and office 
education teacher by using the following scale: (1) You believe the
competency is of no importance, (2) You believe the competency is of 
little importance, (3) You believe the competency is of moderate 
importance, (4) You believe the competency is of major importance, 
and (a) You believe the meaning is not clear. Space was provided at 
the end of the opinionaire for an explanation of the items marked (a).
Analyzing the Jurors * Responses
Jurors were asked to respond to how important they believed 
each competency was to the demonstrated performance of the secondary 
business and office education teacher. A point value was assigned as 
follows: For a rating of "1" a value of one point was assigned; for
a rating of "2" a value of two points was assigned; for a rating of
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"3" a value of three points was assigned; for a rating of "4" a value 
of four points was assigned; no point value was assigned to "a."
To be retained in the instrument, each item was required to 
show a mean score of 2.50 or above. An item-by-item analysis of the 
responses of the jurors to the opinionaire will be presented in 
Chapter 4.
APPLICATION OF THE OPINIONAIRE 
TO A SELECTED POPULATION
The instrument was revised after tabulating the responses of 
the jurors. Responses were received from 20 of the 30 persons con­
tacted indicating a return of 66.3 percent. The final instrument 
included a listing of 147 out of 150 competencies that were rated im­
portant to the performance of secondary business and office education 
teachers. The nine areas into which these competencies were classified 
are presented in Table 1.
The final opinionaire was submitted to the secondary business 
and office education teachers in Louisiana. In order to compile the 
mailing list, records of the Business and Office Education Section of 
the Louisiana State Department of Education were used. These records 
included form BE 6601 entitled "Personal, Professional, and Work Ex­
perience." (Appendix E) This form is sent to all public, secondary 
business and office education teachers in the state of Louisiana at 
the beginning of each academic school year. As stated in the delimita­
tions, a teacher must have been teaching three out of the six daily class 
periods in business and office education subjects in order to have been 
considered for the selected population. The population used in the study
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Table 1
THE NINE AREAS OF COMPETENCIES INCLUDED IN THE 
OPINIONAIRE TOGETHER WITH THE NUMBER OF COMPETENCIES 
IN EACH AREA AND THE PERCENTAGES THESE ARE OF 
THE TOTAL 147 COMPETENCIES
Competency Area
Number of 
Competencies
Percent 
of Total
Planning, Developing and 
Evaluating the Program 6 4.1
Planning and Implementing In­
struction Into the Classroom 24 16.3
Evaluating Instruction 22 15.0
Guiding and Understanding 
the Student 19 12.9
Managing the Classroom 20 13.6
Developing the Professional 
Role 16 10.9
Communicating With the Public 10 6.8
Sponsoring Student Business and 
Office Education Organizations 14 9.5
Coordinating On-The-Job Work 
Experiences 16 10.9
TOTALS 147 1 0 0 . 0
17
consisted of 790 secondary business and office education teachers in 
Louisiana who met the criteria.
A cover letter (Appendix F) stating the purpose and a description 
of the study was attached to the final opinionaire (Appendix G) which 
was sent to the teachers. It was also explained that the final results 
would be mailed to each parish supervisor of business and office educa­
tion so that they would be available for use by any business and office 
education teacher. In addition to the cover letter, a memorandum 
from the Section Chief of the Business and Office Education Section of 
the State Department of Education, Mr. Huland D. Miley, Jr., requesting 
the teachers’ cooperation was enclosed. (Appendix F)
The opinionaires sent to the teachers were numerically coded to 
provide a means of conducting follow-up procedures. A follow-up letter 
was then sent to each parish supervisor of business and office education 
(Appendix H) asking their assistance in encouraging their business and 
office education teachers to respond to the opinionaire.
Chapter 4
ANALYSIS AND PRESENTATION OF VALIDATED CRITERIA
Included in this chapter is an item-by-item analysis of the 
responses of the jurors to the opinionaire on the identification of 
competencies needed by secondary business and office education teach­
ers in Louisiana. First, the competency area is given; second, the 
competency statement is presented; and third, the mean score and the 
disposition of the item is noted. In order for the item to have been 
retained, it must have had a mean score of 2.50 or above. A summary 
that includes a frequency distribution of responses is presented in 
tabular form at the end of the chapter.
PLANNING, DEVELOPING, AND EVALUATING THE PROGRAM
1. Statement: Design and conduct a community survey through
occupational and task analysis in order to acquire information about 
the manpower needs of the community.
Disposition: A mean score of 3.30 was obtained. The
item was retained.
2. Statement: Present and apply the findings of a community
survey.
Disposition: A mean score of 3.50 was obtained. The
item was retained.
3. Statement: Form and maintain an advisory committee for
the purpose of identifying curriculum needs.
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Disposition: A mean score of 3.20 was obtained. The item 
was retained.
4. Statement: Plan the instructional content (skills and
knowledges) for occupational areas to be taught in the program.
Disposition: A mean score of 3.85 was obtained. The item 
was retained.
5. Statement: Conduct a student follow-up study to obtain 
curriculum needs from the graduates.
Disposition: A mean score of 3.65 was obtained. The
item was retained.
6 . Statement: Assess the business and office education program.
Disposition: A mean score of 3.65 was obtained. The item
was retained.
PLANNING AND IMPLEMENTING INSTRUCTION FOR THE CLASSROOM 
The secondary business and office education teacher should be
able to:
7. Statement: Determine the needs and interests of the stu­
dents in order to establish the major units for a course of study.
Disposition: A mean score of 3.70 was obtained. The item
was retained.
8 . Statement: Select and develop instructional content of a
course.
Disposition: A mean score of 3.75 was obtained. The
item was retained.
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9. Statement: Identify and write the learning content for 
each unit, the performance objectives for the student, and the teaching 
techniques and methods.
Disposition: A mean score of 3.80 was obtained. The item
was retained.
10. Statement: Use student input in identifying and/or planning 
and/or modifying learning activities.
Disposition: A mean score of 3.25 was obtained. The item
was retained.
11. Statement: Obtain the commercially prepared supportive
materials needed for the unit, including tools and equipment, texts, 
and instructional media and aids.
Disposition: A mean score of 3.80 was obtained. The item
was retained.
12. Statement: Provide practical laboratory experiences that
reinforce classroom learning and provide for skill acquisition.
Disposition: A mean score of 3.75 was obtained. The item
was retained.
13. Statement: Prepare daily lesson plans.
Disposition: A mean score of 3.85 was obtained. The item
was retained.
14. Statement: Prepare teacher-made instructional materials
such as information sheets, overhead transparencies, and bulletin board 
materials.
Disposition: A mean score of 3.15 was obtained. The item
was retained.
15. Statement: Determine appropriate library resources. 
Disposition: A mean score of 3.55 was obtained. The item
was retained.
16. Statement: Determine need for and identify resource
persons.
Disposition: A mean score of 3.30 was obtained. The 
item was retained.
17. Statement: Utilize a variety of teaching activities such 
as group discussion, problem-solving, role playing, simulation and 
panel discussion.
Disposition: A mean score of 3.85 was obtained. The
item was retained.
18. Statement: Stimulate learning through brainstorming and 
buzz group techniques.
Disposition: A mean score of 3.20 was obtained. The item
was retained.
19. Statement: Conduct a field trip.
Disposition: A mean score of 3.40 was obtained. The
item was retained.
20. Statement: Demonstrate essential manipulative skills.
Disposition: A mean score of 3.90 was obtained. The
item was retained.
21. Statement: Utilize audiovisual teaching aids and devices 
such as movie projectors, filmstrip projectors, tape recorders, and 
instructional television.
Disposition: A mean score of 3.50 was obtained. The
item was retained.
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22. Statement: Operate a spirit duplicator and a mimeograph
machine.
Disposition: A mean score of 3.20 was obtained. The
item was retained.
23. Statement: Direct students in instructing other students.
Disposition: A mean score of 3.05 was obtained. The
item was retained.
24. Statement: Employ teaching techniques such as the project 
method, the lecture method, and oral questioning.
Disposition: A mean score of 3.95 was obtained. The item
was retained.
25. Statement: Give individual attention to the students
as they are working.
Disposition: A mean score of 3.75 was obtained. The item
was retained.
26. Statement: Participate in team teaching.
Disposition: A mean score of 2.85 was obtained. The
item was retained.
27. Statement: Use programmed instruction.
Disposition: A mean score of 3.00 was obtained. The
item was retained.
28. Statement: Develop standards for student achievement.
Disposition: A mean score of 3.95 was obtained. The
item was retained.
29. Statement: Draw upon student experience in presenting
instruction.
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Disposition: A mean score of 3.45 was obtained. The item
was retained.
30. Statement: Conduct visits to the student's home for in­
structional purposes.
Disposition: A mean score of 2.30 was obtained. The
item was dropped.
31. Statement: Utilize current research information con­
cerning methods of teaching business and office education subjects.
Disposition: A mean score of 3.85 was obtained. The
item was retained.
EVALUATING INSTRUCTION
The secondary business and office education teacher should 
be able to:
32. Statement: Evaluate techniques and methods of teaching.
Disposition: A mean score of 3.80 was obtained. The
item was retained.
33. Statement: Construct pre-tests to identify student entry-
level skills.
Disposition: A mean score of 3.85 was obtained. The
item was retained.
34. Statement: Evaluate test and reference materials in
order to meet course objectives.
Disposition: A mean score of 3.70 was obtained. The
item was retained.
35. Statement: Determine if evaluative criteria already in
existence are adequate.
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Disposition: A mean score of 3.90 was obtained. The 
item was retained.
36. Statement: Locate and utilize testing programs for 
business and office education subjects made available by publishing 
firms or professional organizations.
Disposition: A mean score of 3.35 was obtained. The 
item was retained.
37. Statement: Develop means of evaluating the students'
work, work attitudes, work qualities, personal traits, and progress 
on the j ob.
Disposition: A mean score of 3.70 was obtained. The
item was retained.
38. Statement: Measure student progress against the stated
performance objectives.
Disposition: A mean score of 3.90 was obtained. The
item was retained.
39. Statement: Construct laboratory performance tests based
on realistic situations.
Disposition: A mean score of 3.95 was obtained. The
item was retained.
40. Statement: Formulate a grading system in agreement with
school policy.
Disposition: A mean score of 4.00 was obtained. The
item was retained.
41. Statement: Arrange for students to evaluate their own
progress and devise self-evaluation techniques for them to use.
Disposition: A mean score of 3.65 was obtained. The
item was retained.
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42. Statement: Interpret evaluative data for students and
parents.
Disposition: A mean score of 3.95 was obtained. The
item was retained.
43. Statement: Evaluate student’s performance by using
standardized tests.
Disposition: A mean score of 3.00 was obtained. The
item was retained.
44. Statement: Evaluate student's progress in class, on
homework, and on lab assignments.
Disposition: A mean score of 3.95 was obtained. The
item was retained.
45. Statement: Base student performance standards on
available equipment and supplies.
Disposition: A mean score of 3.40 was obtained. The
item was retained.
46. Statement: Diagnose student difficulties or capabilities.
Disposition: A mean score of 4.00 was obtained. The
item was retained.
47. Statement: Devise case-study problems to test student
problem-solving ability.
Disposition: A mean score of 3.30 was obtained. The
item was retained.
48. Statement: Formulate objective-type test items.
Disposition: A mean score of 3.40 was obtained. The
\
item was retained.
49. Statement; Retain comprehensive records of student pro­
gress and achievement.
Disposition: A mean score of 3.95 was obtained. The
item was retained.
50. Statement: Notify students periodically of their progress.
Disposition: A mean score of 4.00 was obtained. The
item was retained.
51. Statement: Interpret test results for placement and/or
progress.
Disposition: A mean score of 3.90 was obtained. The
item was retained.
52. Statement: Use evaluations to provide feedback and in­
struction modification.
Disposition: A mean score of 3.80 was obtained. The
item was retained.
53. Statement: Develop a measuring system in which the
attainment of objectives serves as the criteria for assigning grades.
Disposition: A mean score of 3.55 was obtained. The
item was retained.
GUIDING AND UNDERSTANDING THE STUDENT
The secondary business and office education teacher should 
be able to:
54. Statement: Cooperate with guidance counselors to aid
the progress of the students.
Disposition: A mean score of 3.80 was obtained. The
item was retained.
55. Statement; Conduct visits to the student's home for 
counseling purposes.
Disposition: A mean score of 2.35 was obtained. The 
item was dropped.
56. Statement: Analyze student cumulative records.
Disposition: A mean score of 3.50 was obtained. The
item was retained.
57. Statement: Develop student selection criteria for the
business and office education program.
Disposition: A mean score of 3.15 was obtained. The
item was retained.
58. Statement: Select and assign students for the business
and office education program.
Disposition: A mean score of 3.05 was obtained. The
item was retained.
59. Statement: Confer with students and parents at school
to discuss the educational and the occupational development of the 
students.
Disposition: A mean score of 3.75 was obtained. The
item was retained.
60. Statement: Establish an "open door" counseling policy.
Disposition: A mean score of 3.60 was obtained. The
item was retained.
61* Statement: Confer with students on both individual and
on group bases.
Disposition: A mean score of 3.85 was obtained. The
item was retained.
62. Statement: Assist students with scholastic problems.
Disposition: A mean score of 3.05 was obtained. The item
was retained.
63. Statement: Assist students to develop study habits.
Disposition: A mean score of 3.75 was obtained. The
item was retained.
64. Statement: Assist students with personal and social
problems.
Disposition: A mean score of 2.85 was obtained. The
item was retained.
5 5 # Statement: Assist students with problems associated with
furthering their education and their career planning.
Disposition: A mean score of 3.40 was obtained. The
item was retained.
6 6 . Statement: Assemble, display, and provide information
to the students on occupational opportunities.
Disposition: A mean score of 3.25 was obtained. The
item was retained.
67. Statement: Assist student in seeking employment.
Disposition: A mean score of 3.40 was obtained. The
item was retained.
6 8 . Statement: Write recommendations for students for
permanent employment.
Disposition: A mean score of 3.75 was obtained. The
item was retained.
69. Statement: Update, revise, and improve the curriculum
based on follow-up studies.
Disposition: A mean score of 3.85 was obtained. The
item was retained.
70. Statement: Maintain case-study reports as part of 
student follow up.
Disposition: A mean score of 2.85 was obtained. The
item was retained.
71. Statement: Build good rapport with students in the
classroom.
Disposition: A mean score of 4.00 was obtained. The
item was retained.
72. Statement: Recognize the individual differences in
physical, mental, and social traits of each student.
Disposition: A mean score of 3.95 was obtained. The
item was retained.
73. Statement: Ascertain the reasons why students leave or
discontinue the business and office education program.
Disposition: A mean score of 3.75 was obtained. The
item was retained.
MANAGING THE CLASSROOM
The secondary business and office education teacher should 
be able to:
74. Statement: Establish acceptable standards of behavior
for classrooms and laboratories.
Disposition: A mean score of 3.85 was obtained. The
item was retained.
75. Statement; Recognize factors responsible for different 
types of behaviors on- the part of students.
Disposition; A mean score of 3.75 was obtained. The 
item was retained.
76. S tatement; Provide approved disciplinary action when 
necessary.
Disposition: A mean score of 3.85 was obtained. The 
item was retained.
77. Statement: Schedule the student's time and equipment 
to achieve maximum use.
Disposition: A mean score of 4.00 was obtained. The
item was retained.
78. Statement: Develop and implement safety procedures and 
first-aid care.
Disposition: A mean score of 3.30 was obtained. The
item was retained.
79. Statement: Prepare classrooms and laboratores for daily
use.
Disposition: A mean score of 3.70 was obtained. The
item was retained.
80. Statement: Control physical surroundings such as light, 
ventilation, and. heat in laboratories and classrooms.
Disposition: A mean score of 3.65 was obtained. The
item was retained.
81. Statement: Establish detailed rules and regulations 
for laboratory participation.
Disposition: A mean score of 3.25 was obtained. The
item was retained.
82. Statement: Group students according to individual dif­
ferences.
Disposition: A mean score of 2.60 was obtained. The 
item was retained.
83. Statement: Develop and administer a system for cleaning 
and maintaining the class laboratory.
Disposition: A mean score of 3.50 was obtained. The 
item was retained.
84. Statement: Arrange for the storage and security of
supplies and equipment.
Disposition: A mean score of 3.70 was obtained. The
item was retained.
85. Statement: Interpret the legal and moral provisions of
teacher liability.
Disposition: A mean score of 3.60 was obtained. The
item was retained.
86. Statement: Determine long- and short-range needs for
supplies, equipment, and facilities.
Disposition: A mean score of 3.75 was obtained. The
item was retained.
87. Statement: Consult the advisory committee in planning
facilities and equipment, and in evaluating supply needs.
Disposition: A mean score of 3.25 was obtained. The
item was retained.
88. Statement: Obtain needed school equipment and supplies
as gifts or donations in accordance with school policy.
Disposition: A mean score of 2.40 was obtained. The
item was dropped.
89. Statement: Prepare and submit state reports.
Disposition: A mean score of 3.50 was obtained. The
item was retained.
90. Statement: Cooperate with the administration in pre­
paring a budget and in requisitioning equipment and supplies for the 
business and office education area.
Disposition: A mean score of 3.70 was obtained. The
item was retained.
91. Statement: Make financial arrangements for special
banquets.
Disposition: A mean score of 2.85 was obtained. The
item was retained.
92. Statement: Maintain a running inventory of supplies
and equipment.
Disposition: A mean score of 3.50 was obtained. The
item was retained.
93. Statement: Develop and enforce policy for use of
facilities by other school personnel.
Disposition: A mean score of 3.45 was obtained. The
item was retained.
94- Statement: Maintain files and records on student data:
(a) progress, (b) attendance, and (c) follow-up.
Disposition: A mean score of 3.85 was obtained. The
item was retained.
DEVELOPING THE PROFESSIONAL ROLE
The secondary business and office education teacher should be
able to:
95. Statement: Exhibit behavior appropriate to one's pro­
fessional role.
Disposition: A mean score of 3.95 was obtained. The
item was retained.
96. Statement: Subscribe to and exhibit an-understanding of 
the philosophy of vocational education.
Disposition: A mean score of 3.90 was obtained. The
item was retained.
97. Statement: Demonstrate a critical understanding and
appreciation of the American economic system.
Disposition: A mean score of 3.80 was obtained. The
item was retained.
98. Statement: Participate in professional organization
activities.
Disposition: A mean score of 3.95 was obtained. The
item was retained.
99. Statement: Recognize the servies and publications pro­
vided by the NBEA, SBEA, LBEA, AVA, and LVA.
Disposition: A mean score of 3.75 was obtained. The
item was retained.
100. Statement: Serve as an officer of a professional organi­
zation.
Disposition: A mean score of 3.15 was obtained. The item
was retained.
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101. Statement: Keep up to date through professional reading 
and through acquiring new occupational skills.
Disposition: A mean score of 4.00 was obtained. The
item was retained.
102. Statement: Contribute to professional literature through 
participation in research studies.
Disposition: A mean score of 3.05 was obtained. The
item was retained.
103. Statement: Keep up to date on office administration 
systems found in present-day business organizations such as word 
processing equipment.
Disposition: A mean score of 3.90 was obtained. The
item was retained.
104. Statement: Utilize the services and materials provided
by NSA (National Secretaries Association).
Disposition: A mean score of 3.00 was obtained. The
item was retained.
105. Statement: Maintain professional certification by en­
rolling in graduate, extension, or inservice education programs.
Disposition: A mean score of 3.90 was obtained. The
item was retained.
106. Statement: Utilize the ERIC Clearinghouse for research
purposes.
Disposition: A mean score of 2.65 was obtained. The
item was retained.
107. Statement: Identify and interpret the major federal
legislation which has provided the foundation and current funding 
for vocational legislation.
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Disposition: A mean score of 3.25 was obtained. The
item was retained.
108. Statement: Participate in extra-curricular activities
of the school as an advisor or supporter.
Disposition: A mean score of 3.55 was obtained. The
item was retained.
109. Statement: Orient and assist beginning teachers.
Disposition: A mean score of 3.65 was obtained. The
item was retained.
110. Statement: Supervise student teachers and cooperate with 
area colleges in providing opportunities for observation and demon­
stration purposes.
Disposition: A mean score of 3.70 was obtained. The
item was retained.
COMMUNICATING WITH THE PUBLIC
The secondary business and office education teacher should be
able to:
111. -Statement: Assist in developing a public relations pro­
gram so that members of the community will be aware of the merits of 
the business and office education program.
Disposition: A mean score of 3.60 was obtained. The
item was retained.
112. Statement: Provide such written materials as brochures, 
news releases, newspaper articles, and displays to promote the business 
and office education program.
Disposition: A mean score of 3.35 was obtained. The 
item was retained.
113. Statement: Give presentations to school and community
groups to promote a business and office education program.
Disposition: A mean score of 3.40 was obtained. The 
item was retained.
114. Statement: Conduct an open house to familiarize the
community with the business and office education program.
Disposition: A mean score of 3.35 was obtained. The
item was retained.
115. Statement: Plan, develop, and present television and
radio programs to promote the business and office education program.
Disposition: A mean score of 3.05 was obtained. The
item was retained.
116. Statement: Interpret and promote business and office
education with the school.
Disposition: A mean score of 3.80 was obtained. The
item was retained.
117. Statement: Maintain liaison with employment agencies
and manpower organizations.
Disposition: A mean score of 3.65 was obtained. The
item was retained.
118. Statement: Develop good relations with other schools
in order to obtain feedback regarding the business and office education 
program and its status in the community.
Disposition: A mean score of 3.65 was obtained. The
item was retained.
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119. Statement: Assist with community business and industry
sponsored activities.
Disposition: A mean score of 3.50 was obtained. The
item was retained.
120. Statement: Study community voting results on financial
issues affecting the vocational educational program to determine the 
level of community support.
Disposition: A mean score of 3.40 was obtained. The
item was retained.
SPONSORING STUDENT BUSINESS AND OFFICE 
EDUCATION ORGANIZATIONS
The secondary business and office education teacher should 
be able to:
121. Statement: Obtain approval from the proper authorities
for establishing a student business and office education organization.
Disposition: A mean score of 3.65 was obtained. The
item was retained.
122. Statement: Promote student, school, and community
interest and support for a business and office education organization.
Disposition: A mean score of 3.55 was obtained. The
item was retained.
123. Statement: Conduct election and installation of officers
of the student organization.
Disposition: A mean score of 3.50 was obtained. The
item was retained.
124. Statement: Assist in the development of a constitution
and bylaws for the organization members.
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Disposition: A mean score of 3.40 was obtained. The
item was retained.
125. Statement: Affiliate with state and national organiza­
tions .
Disposition: A mean score of 3.65 was obtained. The
item was retained.
126. Statement: Develop a yearly program of work for the
organization.
Disposition: A mean score of 3.55 was obtained. The
item was retained.
127. Statement: Establish policy and procedure for managing
money, supplies, merchandise, and equipment for the organization.
Disposition: A mean score of 3.45 was obtained. The
item was retained.
128. Statement: Conduct leadership development seminars for
the organization members.
Disposition: A mean score of 3.30 was obtained. The
item was retained.
129. Statement: Encourage participation in state, regional,
and national leadership meetings and contests.
Disposition: A mean score of 3.45 was obtained. The
item was retained.
130. Statement: Advise state and national student competition
entries.
Disposition: A mean score of 3.15 was obtained. The
item was retained.
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131. Statement: Assist in planning and organizing fund
raising activities.
Disposition: A mean score of 3.15 was obtained. The 
item was retained.
132. Statement: Maintain the student business and office
education organization program as an integral part of instruction.
Disposition: A mean score of 3.45 was obtained. The 
item was retained.
133. Statement: Prepare the state and national reports
for the organization.
Disposition: A mean score of 3.15 was obtained. The
item was retained.
134. Statement: Evaluate the organization.
Disposition: A mean score of 3.60 was obtained. The
item was retained.
COORDINATING ON-THE-JOB WORK EXPERIENCES
The secondary business and office education teacher should 
be able to:
135. Statement: Maintain a current file of jobs and employers
in the community.
Disposition: A mean score of 3.60 was obtained. The
item was retained.
136. Statement: Establish criteria and guidelines for 
initiating a cooperative business and office education program.
Disposition: A mean score of 3.60 was obtained. The
item was retained.
137. S tatement: Secure advisory committee recommendations 
for on-the-job training locations.
Disposition: A mean score of 3.65 was obtained. The
item was retained.
138. Statement: Evaluate the facilities of prospective on- 
the-job training locations.
Disposition: A mean score of 3.60 was obtained. The
item was retained.
139. Statement: Choose the on-the-job training locations.
Disposition: A mean score of 3.65 was obtained. The
item was retained.
140. Statement: Participate in/and or conduct workshops
and other programs to assist cooperating employers in understanding 
their role in the cooperative program.
Disposition: A mean score of 3.60 was obtained. The
item was retained.
141. Statement: Develop training contracts for placing
students on the job.
Disposition: A mean score of 3.55 was obtained. The
item was retained.
142. Statement: Arrange school and work schedules with
student-learners, faculty, and cooperating employers.
Disposition: A mean score of 3.64 was obtained. The
item was retained.
143. Statement: Establish and apply policies for managing
student attendance, transfer, and termination.
Disposition: A mean score of 3.75 was obtained. The 
item was retained.
144. Statement: Coordinate classroom instruction with on-
the-job activities.
Disposition: A mean score of 3.70 was obtained. The 
item was retained.
145. Statement: Develop and maintain student-learner
progress reports.
Disposition: A mean score of 3.75 was obtained. The
item was retained.
146. Statement: Discuss progress reports with the student-
learner .
Disposition: A mean score of 3.75 was obtained. The
item was retained.
147. Statement: Assist student-learner with job-related
problems.
Disposition: A mean score of 3.75 was obtained. The
item was retained.
148. Statement: Sponsor employee-employer appreciation
event.
Disposition: A mean score of 3.45 was obtained. The
item was retained.
149. Statement: Obtain follow-up information from former
student-learners.
Disposition: A mean score of 3.65 was obtained. The
item was retained.
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150. Statement: Involve students in evaluating on-the-job
work experiences.
Disposition: A mean score of 3.70 was obtained. The
item was retained.
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Table 2 (Continued)
S tatement 
Number
Frequency of Response
Mean
Score Disposition1 2 3 4 a
37 0 0 2 17 1 3.70 Retained
38 0 0 2 18 0 3.90 Retained
39 0 0 2 18 0 3.90 Retained
40 0 0 0 20 0 4.00 Retained
41 0 0 3 16 1 3.65 Retained
42 0 0 1 19 0 3.95 Retained
43 2 2 10 6 0 3.00 Retained
44 ' 0 0 1 19 0 3.95 Retained
45 0 0 4 14 2 3.40 Retained
46 0 0 0 20 0 4.00 Retained
47 0 2 10 8 0 3.30 Retained
48 0 0 4 14 2 3.40 Retained
49 0 0 1 19 0 3.95 Retained
50 0 0 0 20 0 4.00 Retained
51 0 0 2 18 0 3.90 Retained
52 0 0 0 19 1 3.80 Retained
53 0 0 1 17 2 3.55 Retained
54 0 0 4 16 0 3.80 Retained
55 1 9 8 1 1 2.35 Dropped
56 0 1 8 11 0 3.50 Retained
57 0 2 5 11 2 3.15 Retained
58 0 4 3 11 2 3.05 Retained
59 0 1 3 16 0 3.75 Retained
60 0 1 2 16 1 3.60 Retained
61 0 0 3 17 0 3.85 Retained
62 0 0 6 13 1 3.05 Retained
63 0 0 5 15 0 3.75 Retained
64 0 1 13 4 2 2.85 Retained
65 0 0 4 14 2 3.40 Retained
66 0 0 6 14 0 3.25 Retained
67 0 1 9 10 0 3.40 Retained
68 . 0 0 5 15 0 3.75 Retained
69 0 0 3 17 0 3.85 Retained
70 0 2 1 1 5 2 2.85 Retained
71 0 0 0 20 0 4.00 Retained
72 0 0 1 19 0 3.95 Retained
73 0 0 5 15 0 3.75 Retained
74 0 0 3 17 0 3.85 Retained
75 0 0 5 15 0 3.75 Retained
76 0 0 3 17 0 3.85 Retained
77 0 0 0 20 0 4.00 Retained
78 0 0 6 12 2 3.30 Retained
79
80
81
82
83
84
85
86
87
88
89
90
91
92
93
94
95
96
97
98
99
100
101
102
103
104
105
106
107
108
109
110
111
112
113
114
115
116
117
118
119
120
Table 2 (Continued)
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Frequency of Response
1 2 3 4 a
Mean
Score Disposition
0 1 4 15 0 3.70 Retained
0 0 7 13 0 3.65 Retained
2 0 5 1 2 1 3.25 Retained
4 1 6 7 2 2.60 Retained
0 1 8 11 0 3.50 Retained
0 0 6 14 0 3.70 Retained
0 1 2 16 1 3.60 Retained
0 0 5 15 0 3.75 Retained
0 2 1 1 7 0 3.25 Retained
4 3 10 2 1 2.40 Dropped
1 0 7 12 0 3.50 Retained
0 0 2 17 1 3.70 Retained
2 0 13 4 1 2.85 Retained
0 1 4 14 1 3.50 Retained
0 1 5 13 1 3.45 Retained
0 0 3 17 0 3.85 Retained
0 0 3 19 0 3.95 Retained
0 0 1 18 0 3.90 Retained
0 0 4 16 0 3.80 Retained
0 0 1 19 0 3.95 Retained
0 0 5 15 0 3.75 Retained
0 3 1 1 6 0 3.15 Retained
0 0 0 20 0 4.00 Retained
1 3 10 6 0 3.05 Retained
0 0 2 18 0 3.90 Retained
1 3 1 1 5 0 3.00 Retained
0 0 2 18 0 3.90 Retained
1 5 10 3 1 2.65 Retained
0 0 15 5 0 3.25 Retained
0 1 7 12 0 3.55 Retained
0 1 5 14 0 3.65 Retained
0 1 4 15 0 3.70 Retained
0 0 4 15 1 3.60 Retained
0 0 9 10 1 3.35 Retained
0 2 8 10 0 3.40 Retained
0 2 9 9 0 3.35 Retained
0 5 5 9 1 3.05 Retained
0 0 4 16 0 3.80 Retained
0 1 5 14 0 3.65 Retained
0 0 7 13 0 3.65 Retained
0 0 10 10 0 3.50 Retained
0 1 10 9 0 3.40 Retained
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Table 2 (Continued)
Frequency of Responses
Mean
Score Disposition
Statement
Number 1 2 3 4 a
1 2 1 0 0 7 13 0 3.65 Retained
1 2 2 0 0 9 11 0 3.55 Retained
123 0 0 10 10 0 3.50 Retained
124 0 2 8 10 0 3.40 Retained
125 0 0 7 13 0 3.65 Retained
126 0 0 9 11 0 3.55 Retained
127 0 1 9 10 0 3.45 Retained
128 1 2 7 10 0 3.30 Retained
129 1 2 7 1 1 0 3.45 Retained
130 1 3 10 7 0 3.15 Retained
131 0 1 11 7 1 3.15 Retained
132 0 1 9 10 0 3.45 Retained
133 0 2 9 8 1 3.15 Retained
134 0 1 6 13 0 3.60 Retained
135 0 1 6 13 0 3.60 Retained
136 0 1 6 13 0 3.60 Retained
137 1 0 4 15 0 3.65 Retained
138 1 0 5 14 0 3.60 Retained
139 1 0 4 15 0 3.65 Retained
140 1 0 6 13 0 3.60 Retained
141 1 1 4 14 0 3.55 Retained
142 1 1 2 16 0 3.65 Retained
143 1 0 2 17 0 3.75 Retained
144 1 0 3 16 0 3.70 Retained
145 1 0 2 17 0 3.75 Retained
146 1 0 2 17 0 3.75 Retained
147 1 0 2 17 0 3.75 Retained
148 1 0 8 11 0 3.45 Retained
149 1 0 4 15 0 3.65 Retained
150 1 0 3 16 0 3.70 Retained
Chapter 5
PRESENTATION AND ANALYSIS OF DATA
The purpose of this chapter is to report and analyze the data 
obtained from the responses to the opinionaire that was used in the 
s tudy.
Twenty members of a jury of thirty experts in. business and 
office education throughout Louisiana and the nation rated each item 
in relation to how important they felt each competency was to the 
demonstrated performance of the secondary business and office education 
teacher. A four-point rating scale with categories of no importance, 
little importance, moderate importance, and major importance was used. 
One alternative rating was included for jurors who felt that the item 
was unclear. A point value was assigned to all ratings except the one 
alternative. In order to be retained in the instrument, an item was 
required to show a mean score of 2.50 or above. Items which received 
a lesser rating were dropped.
The responses of the jury to each item were analyzed and in­
terpreted in both narrative and tabular form in Chapter 4. The jury 
was of the opinion that 147 of the 150 items were to be retained in 
the instrument in order to identify competencies needed by secondary 
business and office education teachers in Louisiana.
The validated instrument was sent to 790 secondary business 
and office education teachers employed during the 1977-1978 school 
year in Louisiana. The opinionaire sent to the teachers was entitled
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"Competencies Needed By Secondary Teachers in Business and Office 
Education in Louisiana" and included nine competency areas. They were: 
(1) Planning, Developing, and Evaluating the Program, (2) Planning and 
Implementing Instruction for the Classroom, (3) Evaluating Instruction, 
(4) Guiding and Understanding the Student, (5) Managing the Classroom, 
(6) Developing the Professional Role, (7) Communicating With the Public,
(8 ) Sponsoring Student Business and Office Education Organizations, and
(9) Coordinating On-The-Job Work Experiences.
Each secondary business and office education teacher used the 
following scale in responding to the opinionaire:
1. You place no importance on the demonstrated 
performance of the competency.
2. You place little importance on the demonstrated 
performance of the competency.
3. You are undecided about the importance you place 
on the demonstrated performance of the competency.
4. You place moderate importance on the demonstrated 
performance of the competency.
5. You place ma.jor importance on the demonstrated 
performance of the competency.
Responses were received from 402, or 50.8 percent, of the
secondary business and office education teachers in Louisiana. The
data presented in Table 3 provides descriptive information about the
number and percent of opinionaires sent to and returned by respondents
in the State’s parishes.
Data analyses were performed to find answers to the following
questions:
1. What competencies should be exhibited by secondary business 
and office education teachers in Louisiana?
Table 3
STATEWIDE NUMERICAL BREAKDOWN OF RETURNS 
OF OPINIONAIRE ACCORDING TO PARISHES
Number Sent Percentage of Number Returned Percentage of
Parish to Each Total Number From Each Return From
Name Parish Sent Parish Each Parish
Acadia 14 1 . 8 8 60
Allen 8 1 . 0 4 50
Ascension 9 1 . 1 4 40
Assumption 4 .5 1 30
Avoyelles 10 1.3 6 60
Beauregard 9 1 . 1 6 70
Bienville 9 1 . 1 5 60
Bossier 15 1.9 7 50
Caddo 49 6.2 34 70
Calcasieu 38 4.8 18 50
Caldwell 2 .3 0 0 0
Cameron 4 .5 2 50
Catahoula 7 .9 6 90
Claiborne 6 .8 5 80
Concordia 4 .5 3 80
DeSoto 5 .6 2 40
East Baton Rouge 54 6 . 8 23 50
East Carroll 3 .4 1 30
East Feliciana 4 .5 2 50
Evangeline 7 .9 4 60
Franklin 10 1.3 6 60
Grant 6 .8 6 100
Iberia 12 1.5 9 80
50
40
60
50
50
60
50
60
60
60
50
70
20
20
30
40
60
00
00
40
30
00
30
60
30
50
Table 3 (Continued)
Number Sent Percentage of Number Returned
to Each Total Number From Each
Parish Sent Parish
8 1 . 0 4
7 .9 5
41 5.2 25
13 1 . 6 7
23 2.9 11
17 2 . 1 11
6 .8 3
8 1 . 0 4
14 1 . 8 .8
5 .6 3
6 .8 3
12 1.5 8
54 6 . 8 13
18 2.3 4
4 .5 1
8 1 . 0 3
37 4.7 23
4 .5 0
6 .8 6
5 .6 2
14 1 . 8 4
4 .5 0
3 .4 1
8 1.0 5
6 .8 2
27 3.4 14
Table 3 (Continued)
Parish
Name
Number Sent 
to Each 
Parish
Percentage of 
Total Number 
Sent
Number Returned 
From Each 
Parish
Percentage of 
Return From 
Each Parish
St. Martin 8 1.0 4 50
St. Mary 16 2.0 8 50
St. Tammany 11 1.4 6 50
Tangipahoa 15 1.9 9 60
Tensas 6 .8 2 30
Terrebonne 14 1 . 8 5 40
Union 7 .9 3 40
Vermillion 8 1.0 3 40
Vernon 11 1.4 5 50
Washington 7 .9 4 60
Webster 12 1.5 6 50
West Baton Rouge 4 .5 1 30
West Carroll 6 .8 4 70
West Feliciana 1 .1 1 1 0 0
Winn 4 .5 1 30
City Monroe 9 1 . 1 7 80
City Bogalusa 4 .5 1 30
Totals 790 1 0 0 . 0 402
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2. What is the rank order of all the identified competencies 
based on the degree of importance placed on them by secondary business 
and office education teachers?
3. What is the rank order within each competency area of the 
identified competencies based on the degree of importance placed on 
them by secondary business and office education teachers?
QUESTION NUMBER ONE
The 147 competencies included in the final opinionaire sent to 
the secondary business and office education teachers in Louisiana were 
identified by the jury of experts (Appendix B). The procedure used 
for this identification was described in Chapter 3 and the results 
were presented in Chapter 4. The answer to question number one served 
as the basis for proceeding to question number two of this research 
study.
QUESTION NUMBER TWO
In order to present and analyze the comprehensive list of 147 
competencies in a meaningful way and to effectively answer question 
number two of this study, a point value was used to distinguish among 
the responses on the opinionaire. For a rating of "1" a value of one 
point was assigned; for a rating of "2" a value of two points was 
assigned; for a rating of ”3" a value of three points was assigned; 
for a rating of "4" a value of four points was assigned, and for a 
rating of "5" a value of 5 points was assigned. A mean score was 
determined for each item. Since the midpoint of the ratings was "3", 
in order for a mean score to indicate a positive response, it would
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necessarily have to be closer to "4" than to "3"; therefore, a mean of 
3.51 or above was considered by the researcher to show positive opinion 
or importance. Likewise, a mean of 2.49 or below was considered by the 
researcher to show negative opinion or little or no importance. The 
two positive categories were determined by dividing the positive 
distance remaining; therefore, a mean between 3.51 and 4.25 was con­
sidered by the researcher as showing moderate importance, and a mean 
score between 4.26 and 5.00 was considered by the researcher as showing 
major importance. A mean between 1.76 and 2.49 was considered by the 
researcher as representing little importance; whereas, a mean between 
1.00 and 1.75 represented no importance. A mean which fell between 
2.50 and 3.50 indicated undecided importance. (Daigle, 1968:14)
The rank order of the 147 competencies according to their 
mean scores is presented in Appendix I. The competency "exhibit 
behavior appropriate to one’s professional role" was assigned the high­
est priority with a mean score of 4.80846. The competency "plan, 
develop, and present television and radio programs to promote the 
business and office education program" received the lowest mean score 
of 3.12687.
There were 70 out of the 147 competency statements, or 48 
percent, that could be categorized as being of major importance to 
secondary business and office education teachers in Louisiana; their 
mean scores were between 4.26 and 5.00 on the previously described 
rating scale.
Within this category containing seventy competency statements, 
items from each of the nine competency areas on the opinionaire were 
represented. A summary analysis pertaining to each competency area
within the major importance category is presented in Table 4.
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Table 4
SUMMARY ANALYSIS OF THE 70 COMPETENCY STATEMENTS 
CONSIDERED TO BE OF MAJOR IMPORTANCE
Competency Number of Percentage of
Area Responses Total Responses
1 2 3
2 15 .21
3 16 23
4 13 19
5 11 16
6 5 7
7 2 3
8 3 4
9 3 4
Competency Area 1 :
Competency Area 2 :
Competency Area 3
Competency Area 4
Competency Area 5
Competency Area 6
Competency Area 7
Competency Area 8
Competency Area 9:
Planning, Developing, and Evaluating the Program 
Planning and Implementing Instruction for the 
Classroom 
Evaluating Instruction 
Guiding and Understanding the Student 
Managing the Classroom 
Developing the Professional Role 
Communicating With the Public
Sponsoring Student Business and Office Education 
Organizations 
Coordinating On-The-Job Work Experiences
The largest number, twenty-three percent, of the seventy responses 
categorized as being of major importance were contained within Compe­
tency Area Three "Evaluating Instruction." The least number, three 
percent, of the seventy responses categorized as being of major
importance were found in Competency Area One "Planning, Developing, 
and Evaluating the Program."
QUESTION NUMBER THREE
In answering question number three of the study "What is the 
rank order within each competency area of the identified competencies 
based on the degree of importance placed on them by secondary business 
and office education teachers?", the five point rating scale was again 
used; a mean score was determined for each item within each of the nine 
competency areas.
Competency Area One
The rank order of the six competencies within Competency Area 
One "Planning, Developing, and Evaluating the Program" is presented in 
Table 5. The teachers ranked the competency statement "plan the in­
structional content (skills and knowledges) for occupational areas to 
be taught in the program" as having the highest priority with a mean 
score of 4.45025. The lowest ranked competency statement "design and 
conduct a community survey through occupational analysis in order to 
acquire information about the manpower needs of the community" had a 
mean score of 3.71144. There were two competencies considered to be 
of major importance and four to be of moderate importance in Competency 
Area One.
Competency Area Two
Twenty-four competencies are shown in Table 6 in rank order 
within Competency Area II "Planning and Implementing Instruction for 
the Classroom." The teachers ranked the competency statement "give
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Table 5
RANKS ASSIGNED TO COMPETENCIES WITHIN AREA I 
BY BUSINESS AND OFFICE EDUCATION TEACHERS 
IN LOUISIANA
Rank and Competency
Mean
Score
I. PLANNING, DEVELOPING, AND EVALUATING THE PROGRAM
1 Plan the instructional content (skills and 
knowledges) for occupational areas to be 
taught in the program.
2 Assess the business and office education 
program.
3 Conduct a student follow-up study to obtain 
curriculum needs from the graduates.
4 Form and maintain an advisory committee for 
the purpose of identifying curricula needs.
5 Present and apply the findings of a community 
survey.
6 Design and conduct a community survey through 
occupational analysis in order to acquire 
information about the manpower needs of the 
community.
4.45025
4.44776
4.16915
3.79353
3.72139
3.71144
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individual attention to the students while they are working" the 
highest priority with a mean score of 4.70896. The lowest ranked 
competency statement "participate in team teaching" had a mean score 
of 3.33831. Fifteen competencies were considered to be of major im­
portance, eight of moderate importance, and one of undecided importance 
within Competency Area Two.
Competency Area Three
As sh .1 in Table 7, there are twenty-two competency statements 
ranked within Competency Area Three "Evaluating Instruction." The 
teachers considered "notify students periodically of their progress" 
to have the highest priority with a mean score of 4.66418. The lowest 
ranked competency statement "evaluate student's performance by using 
standardized tests" had a mean score of 3.61194. Sixteen statements 
were considered to be of major importance and six statements to be of 
moderate importance within this competency area.
Competency Area Four
As indicated in Table 8 , Competency Area Four "Guiding and 
Understanding the Student" included nineteen competency statements 
ranked in order of importance. The teachers felt that the statement 
"build good rapport with students in the classroom" was most important. 
The least important competency statement "maintain case-study reports 
as part of student follow up" received a mean score of 3.61692.
Thirteen were considered to be of major importance and six to be of 
moderate importance to the teachers.
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Table 6
RANKS ASSIGNED TO COMPETENCIES WITHIN AREA II
BY BUSINESS AND OFFICE EDUCATION TEACHERS
IN LOUISIANA
Rank and Competency
Mean
Score
II. PLANNING AND IMPLEMENTING INSTRUCTION FOR 
THE CLASSROOM
1 Give individual attention to the students 
as they are working.
2 Provide practical laboratory experiences 
that reinforce classroom learning and provide 
for skill acquisition.
3 Select and develop instructional content of 
a course.
4 Demonstrate essential manipulative skills
5 Operate a spirit duplicator and a mimeo­
graph machine.
6 Employ teaching techniques such as the project 
method, the lecture method, and oral question­
ing.
7 Determine the needs and interests of the 
students in order to establish the major units 
for a course of study.
8 Develop standards for student achievement.
9 Prepare daily lesson plans.
10 Utilize current research information con­
cerning methods of teaching business and
office education subjects
11 Obtain the commercially prepared supportive 
materials needed for the unit, including 
tools and equipment, texts, and instructional 
media and aids.
4.70896
4.63433
4.60945
4.56716
4.54975
4.54229
4.53980
4.53234
4.42040
4.41791
4.39801
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Table 6 (Continued)
Rank and Competency
Mean
Score
12.5
12.5
14
15
16
17
18
19
20 
21
22
Utilize audiovisual teaching aids and 
devices such as movie projectors, film­
strip projectors, tape recorders, and 
instructional television.
Identify and write the learning content 
for each unit, the performance objectives 
for the student, and the teaching tech­
niques and methods.
Prepare teacher-made instructional 
materials such as information sheets, 
overhead transparencies, and bulletin 
board materials.
Utilize a variety of teaching activities 
such as group discussion, problem­
solving, role playing, simulation, and 
panel discussion.
Draw upon student experience in pre­
senting instruction.
Direct students in instructing other 
students.
Use student input in identifying and/ 
or planning and/or modifying learning 
activities.
Determine need for and identify resource 
persons.
Determine appropriate library resources
Utilize audiovisual teaching aids and 
devices such as movie projectors, film­
strip projectors, tape recorders, and 
instructional television.
Stimulate learning through brainstorming 
and buzz group techniques.
4.36318
4.36318
4.34577
4.34080
4.22637
4.07214
4.00995
3.99005
3.92537
3.80846
3.61596
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Table 6 (Continued)
Mean
Rank and Competency Score
23 Use programmed instruction.
24 Participate in team teaching.
3.53980
3.33831
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Table 7
RANKS ASSIGNED TO COMPETENCIES WITHIN AREA III
BY BUSINESS AND OFFICE EDUCATION TEACHERS
IN LOUISIANA
Rank and Competency
Mean
Score
III. EVALUATING INSTRUCTION
1 Notify students periodically of their 
progress
2 Evaluate student's progress in class, on 
homework, and on lab assignments.
3 Develop means of evaluating the students' 
work, work attitudes, work qualities, per­
sonal traits, and progress on the job.
4 Diagnose student difficulties or 
capabilities.
5 Evaluate techniques and methods of 
teaching.
6.5 Formulate a grading system in agreement 
with school policy.
6.5 Measure student progress against the 
stated performance objectives.
8 Evaluate test and reference materials in 
order to meet course objectives.
9 Use evaluations to provide feedback and 
instruction modification.
10 Interpret test results for placement and/ 
or progress.
11 Determine if evaluative criteria already 
in existence are adequate.
12 Construct laboratory performance tests 
based on realistic situations.
4.66418
4.59701
4.53731
4.50249
4.45771
4.45771
4.45771 
4.45025 
4.42289 
4.40299 
4.35572 
4.33666
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Table 7 (Continued)
Rank and Competency
Mean
Score
13 Formulate objective-type test items.
14.5 Retain comprehensive records of student 
progress and achievement.
14.5 Interpret evaluative data for students 
and parents.
16 Develop a measuring system in which the 
attainment of objectives serves as the 
criteria for assigning grades.
17 Base student performance standards on 
available equipment and supplies.
18 Arrange for students to evaluate their 
own progress and devise self-evaluation 
techniques for them to use.
19 Construct pre-tests to identify student 
entry-level skills.
20 Locate and utilize testing programs for 
business and office education subjects 
made available by publishing firms or 
professional organizations.
21 Devise case-study problems to test student 
problem-solving ability.
22 Evaluate student's performance by using 
standardized tests.
4.33085
4.30348
4.30348
4.26866 
4.16915
4.12935
4.07960
3.99005
3.73881
3.61194
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Table 8
RANKS ASSIGNED TO COMPETENCIES WITHIN AREA IV
BY BUSINESS AND OFFICE EDUCATION TEACHERS
IN LOUISIANA
Rank and Competency
Mean
Score
IV. GUIDING AND UNDERSTANDING THE STUDENT
1 Build good rapport with students in 
the classroom.
2 Recognize the individual differences in 
physical, mental, and social traits of 
each student.
3 Cooperate with guidance counselors to 
aid the progress of the students.
4 Confer with students on both individual 
and on group bases.
5 Assist students with problems associated 
with furthering their education and their 
career planning.
6 Write recommendations for students for 
permanent employment.
7 Assist students to develop study ts.
8 Assemble, display, and provide information
to the students on occupational opportunities.
9 Ascertain the reasons why students leave or 
discontinue the business and office education 
program.
10 Update, revise, and improve the curriculum
based on follow-up studies.
11 Assist students with scholastic problems.
12 Develop student selection criteria for the
business and office education program.
4.71393
4.66915
4.50746
4.48010
4.47015
4.41791
4.40399
4.39552
4.37562
4.34826
4.33167
4.29602
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Table 8 (Continued)
Rank and Competency
Mean
Score
13 Establish an "open door" counseling policy.
14 Confer with students and parents at school 
to discuss the educational and the occu­
pational development of the students.
15 Select and assign students for the business 
and office education program.
16 Analyze student cumulative records.
17 Assist student in seeking employment.
18 Assist students with personal and social 
problems.
19 Maintain case-study reports as part of student 
follow up.
4.29353
4.19403
4.17413
4.11940
4.11194
3.86567
3.61692
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Competency Area Five
Competency Area Five "Managing the Classroom" contained twenty 
competency statements that are shown ranked in order of importance in 
Table 9. "Establish acceptable standards of behavior for classrooms 
and laboratories" received the highest mean score of 4.73383. The 
lowest ranked competency in order of importance was "make financial 
arrangements for special banquets" with a mean score of 3.35323. The 
teachers felt that eleven competencies were of major importance, eight 
competencies of moderate importance, and one of undecided importance 
in Competency Area Five.
Competency Area Six
Sixteen competency statements wera ranked in Competency Area 
Six "Developing the Professional Role." Table 10 presents "exhibit 
behavior appropriate to one's professional role" as being of highest 
priority with a mean score of 4.80846. The lowest mean score of 
3.13433 was received by the statement "serve as an officer of a pro­
fessional organization." Five statements were considered to be of 
major importance, eight statements of moderate importance and three 
statements of undecided importance by the teachers.
Competency Area Seven
The rank order of the ten competencies within Competency Area 
Seven "Communicating With the Public" is presented in Table 11. The 
teachers ranked the competency statement "interpret and promote business 
and office education within the school" as having the highest priority 
with a mean score of 4.50498. The lowest mean score of 3.12687 was 
given by the teachers to the statement "plan, develop, and present
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Table 9
RANKS ASSIGNED TO COMPETENCIES WITHIN AREA V
BY BUSINESS AND OFFICE EDUCATION TEACHERS
IN LOUISIANA
Rank and Competency
Mean
Score
V. MANAGING THE CLASSROOM
1 Establish acceptable standards of behavior 
for classrooms and laboratories.
2 Provide approved disciplinary action when 
necessary
3 Schedule the student’s time and equipment 
to achieve maximum use.
4 Prepare classrooms and laboratories for 
daily use.
5 Determine long- and short-range needs for
supplies, equipment, and facilities.
6 Establish detailed rules and regulations
for laboratory participation.
7 Recognize factors responsible for different 
types of behaviors on the part of students.
8 Arrange for the storage and security of 
supplies and equipment.
9 Cooperate with the administration in preparing
a budget and in requisitioning equipment and 
supplies for the business and office education 
area.
4.73383
4.71393
4.70398
4.57711
4.54726
4.51493
4.50249
4.45025
4.42537
10 Control physical surroundings such as light,
ventilation, and heat in laboratories and
classrooms.
11 Maintain files and records on student data:
(a) progress, (b) attendance, and (c) follow-
up.
4.38557
4.30846
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Table 9 (Continued)
Rank and Competency
Mean
Score
12 Develop and enforce policy for use of 
facilities by other school personnel.
13 Maintain a running inventory of supplies 
and equipment.
14 Interpret the legal and moral provisions 
of teacher liability.
15 Develop and administer a system for cleaning 
and maintaining the class laboratory.
16 Develop and implement safety procedures and 
first-aid care.
17 Prepare and submit state reports.
18 Consult the advisory committee in planning 
facilities and equipment, and in evaluating 
supply needs.
19 Group students according to individual 
differences.
20 Make financial arrangements for special 
banquets.
4.21393
4.21144
4.15174
4.08209
4.05970
4.03731
3.89552
3.76368
3.35323
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Table 10
RANKS ASSIGNED TO COMPETENCIES WITHIN AREA VI
BY BUSINESS AND OFFICE EDUCATION TEACHERS
IN LOUISIANA
Rank and Competency-
Mean
Score
VI. DEVELOPING THE PROFESSIONAL ROLE
1 Exhibit behavior appropriate to one’s pro­
fessional role.
2 Subscribe to and exhibit an understanding 
of the philosophy of vocational education.
3 Keep up to date through professional reading 
and through acquiring new occupational skills.
4 Demonstrate a critical understanding and 
appreciation of the American economic system.
5 Keep up to date on office administration 
systems found in present-day business 
organizations such as word processing equip­
ment.
6 Maintain professional certification by enrolling 
in graduate, extension, or inservice education 
programs.
7 Orient and assist beginning teachers.
8 Supervise student teachers and cooperate with 
area colleges in providing opportunities for 
observation and demonstration purposes.
9 Participate in professional organization 
activities.
10 Recognize the services and publications
provided by the NBEA, SBEA, LBEA, AVA, and 
LVA.
4.80846
4.57214
4.52239
4.43035
4.31343
4.24876
4.23383
4.16169
4.14925
4.13682
11 Participate in extra-curricular activities 
of the school as an advisor or supporter. 4.09453
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Table 10 (Continued)
Mean
Rank and Competency Score
12 Utilize the services and materials provided 
by NSA (National Secretaries Association).
13 Identify and interpret the major federal 
legislation which as provided the foundation 
and current funding for vocational legislation.
14 Contribute to professional literature 
through participation in research studies.
15 Utilize the ERIC clearinghouse for research 
purposes.
16 Serve as an officer of a professional organi­
zation.
3.69652
3.68905
3.44527
3.25373
3.13433
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television and radio programs to promote the business and office educa­
tion program." There were two competencies considered to be of major 
importance, seven competencies to be of moderate importance, and one 
competency to be of undecided importance in this competency area.
Competency Area Eight
The rank order of the fourteen competencies within Competency 
Area Eight "Sponsoring Student Business and Office Education Organiza­
tions" is presented in Table 12. The statement "promote student, 
school, and community interest and support for a business and office 
education organization" was of highest priority with a mean score of 
4.36070. It was felt that the competency statement "conduct leader­
ship development seminars for the organization members" to be of least 
priority with a mean score of 3.82836. Included in this competency 
area were three statements of major importance and eleven statements 
of moderate importance to the teachers.
Competency Area Nine
Competency Area Nine "Coordinating On-The-Job Work Experiences" 
contained sixteen statements as shown in Table 13. The teachers ranked 
"coordinate classroom instruction with on-the-job activities" as being 
of highest priority with a mean score of 4.40299. The lowest priority 
was assigned to "secure advisory committee recommendations for on-the- 
job training locations" with a mean score of 3.95025. Three statements 
within the competency area could be categorized as being of major 
importance, and thirteen statements as being of moderate importance 
to the teachers.
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Table 11
RANKS ASSIGNED TO COMPETENCIES WITHIN AREA VII 
BY BUSINESS AND OFFICE EDUCATION TEACHERS 
IN LOUISIANA
Rank and Competency
Mean
Score
VII. COMMUNICATING WITH THE PUBLIC
1 Interpret and promote business and office 
education within the school.
2 Develop good relations with other schools 
in order to obtain feedback regarding the 
business and office education program and 
its status in the community.
3 Assist in developing a public relations 
program so that members of the community 
will be aware of the merits of the busi­
ness and office education program.
4 Maintain liaison with employment agencies 
and manpower organizations.
5 Assist with community business and industry 
sponsored activities.
6 Conduct an open house to familiarize the 
community with the business and office 
education program.
7 Provide such written materials as brochures, 
news releases, newspaper articles, and dis­
plays to promote the business and office 
education program.
8 Give presentations to school and community 
groups to promote a business and office 
education program.
9 Study community voting results on financial 
issues affecting the vocational educational 
program to determine the level of community 
support.
4.50498
4.35075
4.19154
4.16418
3.90547
3.87065
3.85821
3.77363
3.74627
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Table 11 (Continued)
Mean
Rank and Competency Score
10 Plan, develop, and present television
and radio programs to promote the busi­
ness and office education program. 3.12687
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Table 12
RANKS ASSIGNED TO COMPETENCIES WITHIN AREA VIII 
BY BUSINESS AND OFFICE EDUCATION TEACHERS 
IN LOUISIANA
Rank and Competency
Mean
Score
VIII. SPONSORING STUDENT BUSINESS AND
OFFICE EDUCATION ORGANIZATIONS
1 Promote student, school, and community 
interest and support for a business and 
office education organization.
2 Obtain approval from the proper authorities 
for establishing a student business and 
office education organization.
3 Conduct election and installation of 
officers of the student organization.
4 Affiliate with state and national 
organizations.
5 Establish policy and procedure for 
managing money, supplies, merchandise 
and equipment for the organization.
6 Develop a yearly program of work for 
the organization.
7 Encourage participation in state, regional, 
and national leadership meetings and 
contests.
8 Assist in the development of a constitu­
tion and bylaws for the organization 
members.
9 Evaluate the organization.
10 Advise state and national student compe­
tition entries.
4.36070
4.27612
4.26866
4.22388
4.21891
4.18159
4.16667
4.15960
4.15174
4.08955
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Table 12 (Continued)
Mean
Rank and Competency Score
12 Assist in planning and organizing
fund raising activities 4.01244
13 Prepare the state and national reports
for the organization. 3.86070
14 Conduct leadership development seminars
for the organization members. 3.82836
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Table 13
RANKS ASSIGNED TO COMPETENCIES WITHIN AREA IX 
BY BUSINESS AND OFFICE EDUCATION TEACHERS 
IN LOUISIANA
Rank and Competency
Mean
Score
IX. COORDINATING ON-THE-JOB WORK EXPERIENCES
1 Coordinate classroom instruction with 
on-the-j ob ac tivi ties.
2 Assist student-learner with job-related 
problems.
3 Discuss progress reports with the 
student-learner.
4 Develop and maintain student-learner 
progress reports.
5 Arrange school and work schedules with 
student-learners, faculty, and cooperating 
employers.
6 Evaluate the facilities of prospective 
on-the-job training locations.
7 Obtain follow-up information from former 
student-learners.
8 Choose the on-the-job training locations.
9 Involve students in evaluating on-the-job 
wo rk exp er i enc es.
10 Establish and apply policies for managing 
student attendance, transfer, and termi­
nation.
4.40299
4.37065
4.36318
4.24378
4.22139
4.15672
4.13930
4.12438
4.12189
4.10448
11 Establish criteria and guidelines for 
initiating a cooperative business and 
office education program. 4.08955
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Table 13 (Continued)
Rank and Competency
Mean
Score
12 Develop training contracts for placing 
students on the job. 4.01741
13 Sponsor employee-employer appreciation event. 3.97512
14 Maintain a current file of jobs and 
employers in a community. 3.96766
15.5 Participate in/and or conduct workshops 
and other programs to assist cooperating 
employers in understanding their role in 
the cooperative program. 3.95025
15.5 Secure advisory committee recommendations 
for on-the-job training locations. 3.95025
Chapter 6
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS 
SUMMARY
The purpose of this study was to identify competencies needed 
by secondary business and office education teachers in Louisiana.
Specifically, the following questions were investigated:
1. What competencies should be exhibited by secondary business 
and office education teachers in Louisiana?
2. What is the rank order of all the identified competencies 
based on the degree of importance placed on them by secondary business 
and office education teachers?
3. What is the rank order within each competency area of the 
identified competencies based on the degree of importance placed on 
them by secondary business and office education teachers?
A survey of current literature was conducted to devise an in­
strument composed of items relating to competency areas of planning, 
developing and evaluating the program, planning and implementing in­
struction for the classroom, evaluating instruction, guiding and under­
standing the student, managing the classroom, developing the professional 
role, communicating with the public, sponsoring student business and 
office education organizations, and coordinating on-the-job work ex­
periences. The opinionaire was constructed by the writer and submitted 
to a jury of thirty experts for validation. The opinionaire was re­
vised in accordance with the evaluation of the jury. Jurors’ responses
77
78
to the items of the opinionaire resulted in three items being dropped 
and one hundred forty-seven being retained.
During the spring of 1979, instruments for the study were 
mailed to 790 business and office education teachers in Louisiana. 
Completed instruments were returned by 402, or 50.8 percent, of the 
surveyed population.
CONCLUSIONS
Within the context of the study, the following conclusions 
were reached:
1. The population of business and office education teachers 
in Louisiana agreed that the 147 competencies on the opinionaire were 
indeed of importance to their teaching. There were no competency 
statements that were felt to be of little importance or of no im­
portance by the teachers.
2. As indicated in Table 14, Competency Area Three "Evaluating 
Instruction" comprised the largest number, seventy-three percent, of 
the total items within the nine competency areas considered to be of 
major importance by the secondary business and office education teachers 
in Louisiana. Competency Area Nine "Coordinating On-The-Job Work Ex­
periences" comprised the smallest number, nineteen percent.
RECOMMENDATIONS
On the basis of the findings of this study, the following 
recommendations are made:
1. Teacher educators should examine their undergraduate and
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Table 14
SUMMARY ANALYSIS OF THE NINE COMPETENCY AREAS 
IN RELATION TO THE MAJOR IMPORTANCE CATEGORY
Competency Number of
Area Competency Items
1 6
2 24
3 22
4 19
5 20
6 16
7 10
8 14
9 16
Percentage of 
Number of Total Compe-
Responses tency Items
2 33
15 63
16 73
13 68
11 55
5 31
2 20
3 21
3 19
Competency Area 1:
Competency Area 2:
Competency Area 3
Competency Area 4
Competency Area 5
Competency Area 6
Competency Area 7
Competency Area 8
Competency Area 9:
Planning, Developing, and Evaluating the Program 
Planning and Implementing Instruction for the 
Classroom 
Evaluating Instruction 
Guiding and Understanding the Student 
Managing the Classroom 
Developing the Professional Role 
Communicating With the Public
Sponsoring Student Business and Office Education 
Organizations 
Coordinating On-The-Job Work Experiences
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graduate curriculums to be certain that sufficient emphasis is specifi­
cally being placed on the competencies pertaining to evaluating 
instruction.
2. Inservice workshops which enable business and office educa­
tion teachers to update their knowledge and skills concerning diagnosing, 
developing, and evaluating student performance should be provided by 
local education agencies and/or professional organizations.
3. Topics for inservice workshops conducted by the Business 
and Office Education Section within the State Department of Education 
should be selected from the list of competencies identified as being 
of major importance by the teachers.
4. Curriculum planners at the state and local levels should 
use the comprehensive list of identified competencies and the rank 
orders of the competencies within the areas as the framework for the 
development of competency-based teacher education programs.
5. Further research should be done to determine any signifi­
cant changes in the teachers’ opinions concerning the importance of 
the competencies identified in this study.
6 . Studies similar to the present one should be carried out 
in other areas of vocational education.
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A N D  A G R I C U L T U R A L  A N D  M E C H A N I C A L  C O L L E G E
B A T O N  R O U G E  . L O U I S I A N A  . 70803
College o f  Business A d m in is tra t io n
D E P A R T M E N T  O F  O F F I C E  A D MI N I S T R A T I O N July 29, 1978
Dear Business Educator:
I am presently conducting a doctoral study to identify the compe­
tencies needed by secondary business and office education teachers in 
Louisiana. This research will be the first extensive study of its kind 
in this discipline in the state. The findings should have implications 
for curriculum and instruction development, inservice teacher education, 
and competency-based teacher education.
Due to your expertise,■interest, and leadership in our area, I 
would like for you to serve as a member of a panel of experts to assist 
me in refining the enclosed opinionaire. The competencies listed in 
the instrument have been identified through a review of the literature 
and research in our field.
The validated instrument will be mailed to all of the public 
secondary business and office education teachers in Louisiana; they 
will indicate the degree of importance they place on each competency 
in their teaching. I feel it is time that the classroom teachers' 
opinions be sought; after all, it is they who must meet and deal with 
the daily issues and procedures presented in the opinionaire.
Please evaluate each item according to the suggested scale in terms 
of its importance to the activities of the business and office education 
teacher on the secondary level. The opening of the public school year 
is quite near. Therefore, in order to contact the teachers as soon as 
possible, I would appreciate your reply at your very earliest con­
venience. Your help is vital to the usability of the instrument.
A return, stamped envelope is enclosed for your use; a copy of 
the abstract of this research will be mailed to you at its completion. 
Your cooperation and participation are greatly appreciated.
Sincerely yours
Elizabeth H. Newsham, Instructor 
Department of Office Administration
Enclosures: 2
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Heads of Business and Office Education 
State of Louisiana
Dr. Doris B. Bentley, Head 
Department of Office Administration 
and Business Education 
University of Southwestern Louisiana 
USL Station, Box 200 
Lafayette, LA 70504
Dr. Belford Earl Carver, Head 
Department of Office Administration 
Business Education 
Southeastern Louisiana University 
Box 285, University Station 
Hammond, LA 70401
Dr. Dorothy E. Crunk, Head 
Department of Office Administration 
Northeast Louisiana University 
Monroe, LA 71201
Dr. Gwendolyn M. Ellis, Head 
Office Administration and Business Education 
Grambling State University 
Grambling, LA 71245
Dr. Tommy G. Johnson, Head 
Department of Business-Distributive 
Education and Office Administration 
Northwestern State University 
Natchitoches, LA 71457
Mr. Marshall C. Kinchen, Head 
Department of Administrative Services and 
Vocational Business Education 
Nicholls State University 
University Station 
Thibodaux, LA 70301
Dr. LaJuana W. Lee, CPS
Head, Department of Office Administration
McNeese State University
4100 Ryan Street
Lake Charles, LA 70601
Dr. Reba K. Neel, Head 
Department of Office Administration 
Louisiana Tech University 
Tech Station 
Ruston, LA 71270
Mrs. Eloise Sheffield, Acting Head 
Department of Office Administration 
Louisiana State University 
Baton Rouge, LA 70803
Miss Doris J. Simmons, Chairman 
Vocational Office Administration 
Southern University 
Southern Branch Post Office 
Baton Rouge, LA 70813
Business and Office Education Methods Teachers 
At State Universities
Dr. Sallye Benoit
Department of Administrative Services and 
Vocational Business Education 
Nicholls State University 
University Station 
Thibodaux, LA 70301
Mrs. Annie M. Brown 
Grambling State University 
Route 1 
Chatham, LA
Dr. Frank M. Busch, Jr.
Department of Office Administration 
Louisiana Tech University 
Tech Station 
Ruston, LA 71270
Mr. Joseph W. Johnson 
Department of Business-Distributive 
Education and Office Administration 
Northwestern State University 
Natchitoches, LA 71457
Dr. L. Eugene Jones 
Department of Office Administration 
Northeast Louisiana University 
Monroe, LA 71201
Mrs. Marie LaCaze
Department of Office Administration 
and Business Education 
University of Southwestern Louisiana 
USL Station, Box 200 
Lafayette, LA 70504
Dr. Martha Seaward 
Department of Office Administration 
Business Education 
Southeastern Louisiana University 
Box 285, University Station 
Hammond, LA 70401
Miss Elaine Webb
Department of Administrative Services and 
Vocational Business Education 
Nicholls State University 
University Station 
Thibodaux, LA 70301
Mr. W. J. Whiteard
Department of Office Administration
McNeese State University
4100 Ryan Street
Lake Charles, LA 70601
Panel of Nationally Known Experts 
In the Field of Business and Office Education
Dr. Ruth I. Anderson 
North Texas State University 
Denton, TX 76201
Dr. Irol Balsley
Professor of Business Education
College of Education
Texas Tech University
Lubbock, TX 79409
Dr. Lawrence Erickson 
University of California 
Los Angeles, CA 90024
Mrs. Rosemary Fruehling 
County College of Morris 
Dover, New Jersey
Dr. J. Marshall Hanna 
College of Business 
Ohio State University 
Columbus, Ohio
Dr. J. Ann Hennington 
Arizona State University 
Tempe, Arizona
Dr. Harry Huffman
Colorado State University (Retired) 
Fort Collins, CO 80521
Dr. Adaline D. Jones 
Professor of Business Education and 
Office Occupations 
Ball State University 
Muncie, IN 46306
Dr. Adele F. Schrag 
Temple University 
Philadelphia, PA 19122
Dr. Herbert Tonne
State University of New York at Albany 
Albany, New York
Dr. S. W. Wanous 
University of California 
Los Angeles, CA 90024
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PILOT INSTRUMENT
COMPETENCIES NEEDED BY SECONDARY TEACHERS 
IN BUSINESS AND OFFICE EDUCATION 
IN LOUISIANA
DIRECTIONS: According to the findings in the literature, the research
studies, personal observations, and consultations with pro­
fessional educators, secondary business and office education 
teachers should exhibit the following competencies. Please 
circle the number which best indicates how important you feel 
each competency is to the demonstrated performance of the 
secondary business and office education teacher.
If you feel the meaning of the item is not clearly stated, 
please circle "a” and place your explanation in the space pro­
vided on the blank page at the end of the opinionaire.
DEFINITIONS: The following definitions may be helpful to you in com­
pleting the opinionaire:
(1) Teacher competencies are the concepts, skills, and 
attitudes needed for the sufficient demonstration of 
performance of teaching responsibilities.
(2) A Competency Area is a group of related competencies.
THE EVALUATION KEY:
1. You feel the competency is of no importance.
2 . You feel the competency is of little importance.
3. You feel the competency is of moderate importance.
4. You feel the competency is of major importance.
a. You feel the meaning is not clear.
Circle the number of your choice as illustrated below:
1. No Importance
2. Little Importance 
^ 3^ ) Moderate Importance
4. Major Importance
a. Meaning Not Clear
COMPETENCY AREA I  
PLANNING, DEVELOPING, AND EVALUATING THE PROGRAM
The secondary business and office education teacher should be able to
1. Design and conduct a community survey through 
occupational and task analysis in order to 
acquire information about the manpower needs
of the community. 1 2  3 4 a
2. Present and apply the findings of a
community survey. 1 2  3 4 a
3. Form and maintain an advisory committee 
for the purpose of identifying curriculum
needs. 1 2  3 4 a
4. Plan the instructional content (skills 
and knowledges) for occupational areas
to be taught in the program. 1 2  3 4 a
5. Conduct a student follow-up study to obtain
curriculum needs from the graduates. 1 2  3 4 a
6 . Assess the business and office education
program. 1 2  3 4 a
COMPETENCY AREA II 
PLANNING AND IMPLEMENTING INSTRUCTION FOR THE CLASSROOM
The secondary business and office education teacher should be able to
7. Determine the needs and interests of the 
students in order to establish the major 
units for a course of study. 1 2 3 4 a
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8 . Select and develop instructional content of
a course. 1 2  3 4
9. Identify and write the learning content 
for each unit, the performance objectives 
for the student, and the teaching tech­
niques and methods. 1 2  3 4
10. Use student input in identifying and/or 
planning and/or modifying learning
activities. 1 2  3 4
11. Obtain the commercially prepared sup­
portive materials needed for the unit, 
including tools and equipment, texts,
and instructional media and aids. 1 2  3 4
12. Provide practical laboratory experiences 
that reinforce classroom learning and
provide for skill acquisition. 1 2  3 4
13. Prepare daily lesson plans. 1 2  3 4
14. Prepare teacher-made instructional 
materials such as information sheets, 
overhead transparencies and bulletin
board materials. 1 2  3 4
15. Determine appropriate library resources. 1 2  3 4
16. Determine need for and identify resource
persons. 1 2  3 4
17. Utilize a variety of teaching activities 
such as group discussion, problem-solving, 
role playing, simulation and panel
discussion. 1 2  3 4
18. Stimulate learning through brainstorming
and buzz group techniques. 1 2  3 4
19. Conduct a field trip. 1 2  3 4
20. Demonstrate essential manipulative
skills. 1 2  3 4
21. Utilize audiovisual teaching aids and 
devices such as movie projectors, 
filmstrip projectors, tape recorders,
and instructional television. 1 2  3 4
22. Operate a spirit duplicator and a
mimeograph machine. 1 2  3 4
97
23. Direct students in instructing other
students. 1 2 3 4 e
24. Employ teaching techniques such as the 
project method, the lecture method, and
oral questioning. 1 2 3 4 e
25. Give individual attention to the
students as they are working. 1 2 3 4 e
26. Participate in team teaching. 1 2 3 4 e
27. Use programmed instruction. 1 2 3 4 e
28. Develop standards for student achievement. 1 2 3 4 e
29. Draw upon student experience in presenting
instruction. 1 2 3 4 <
30. Conduct visits to the student's home
for instructional purposes. 1 2 3 4 e
31. Utilize current research information con­
cerning methods of teaching business and
office education subjects. 1 2 3 4 e
COMPETENCY AREA III 
EVALUATING INSTRUCTION
The secondary business and office education teacher should be able to:
32. Evaluate techniques and methods of teaching. 1 2 3 4 e
33. Construct pre-tests to identify student
entry-level skills. 1 2 3 4 £
34. Evaluate test and reference materials
in order to meet course objectives. 1 2 3 4 e
35. Determine if evaluative criteria
already in existence are adequate. 1 2 3 4 e
36. Locate and utilize testing programs 
for business and office education 
subjects made available by publishing
firms or professional organizations. 1 2 3 4 £
37. Develop means of evaluating the students' 
work, work attitudes, work qualities,
personal traits and progress on the job. 1 2 3 4 £
38.
39.
40.
41.
42.
43.
44.
45.
46.
47.
48.
49.
50.
51.
52.
53.
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Measure student progress against the
stated performance objectives. 1 2  3 4 a
Construct laboratory performance tests
based on realistic situations. 1 2  3 4 a
Formulate a grading system in agreement
with school policy. 1 2  3 4 a
Arrange for students to evaluate their 
own progress and devise self-evaluation
techniques for them to use. 1 2  3 4 a
Interpret evaluative data for students
and parents. 1 2  3 4 a
Evaluate student's performance by
using standardized tests. 1 2  3 4 a
Evaluate student's progress in class,
on homework, and on lab assignments. 1 2  3 4 a
Base student performance standards on
available equipment and supplies 1 2  3 4 a
Diagnose student difficulties or
capabilities. 1 2  3 4 a
Devise case-study problems to test
student problem-solving ability. 1 2  3 4 a
Formulate objective-type test items. 1 2  3 4 a
Retain comprehensive records of student
progress and achievement. 1 2  3 4 a
Notify students periodically of their
progress. 1 2  3 4 a
Interpret test results for placement
and/or progress. 1 2  3 4 a
Use evaluations to provide feedback
and instruction. 1 2  3 4 a
Develop a measuring system in which 
the attainment of objectives serves
as the criteria for assigning grades. 1 2  3 4 a
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COMPETENCY AREA IV
GUIDING AND UNDERSTANDING THE STUDENT
The secondary business and office education teacher should be able to:
54. Cooperate with guidance counselors to aid
the progress of the students. 1 2  3 4 a
55. Conduct visits to the student's home for
counseling purposes. 1 2  3 4 a
56. Analyze student cumulative records. 1 2  3 4 a
57. Develop student selection criteria for
the business and office education program. 1 2  3 4 a
58. Select and assign students for the
business and office education program. 1 2  3 4 a
59. Confer with students and parents at 
school to discuss the educational 
and the occupational development of
the students. 1 2  3 4 a
60. Establish an "open door" counseling
policy. 1 2  3 4 a
61. Confer with students on both individual
and on group bases. 1 2  3 4 a
62. Assist students with scholastic problems. 1 2  3 4 a
63. Assist students to develop study habits. 1 2  3 4 a
64. Assist students with personal and social
problems. 1 2  3 4 a
65. Assist students with problems associated 
with furthering their education and
their career planning. 1 2  3 4 a
6 6 . Assemble, display, and provide infor­
mation to the students on occupational
opportunities. 1 2  3 4 a
67. Assist student in seeking employment. 1 2  3 4 a
6 8 . Write recommendations for students for
permanent employment. 1 2  3 4 a
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69. Update, revise, and improve the curriculum 
based on follow-up studies.
70. Maintain case-study reports as part 
of student follow up.
71. Build good rapport with students in 
the classroom.
72. Recognize the individual differences in 
physical, mental, and social traits of 
each student.
73. Ascertain the reasons why students leave 
or discontinue the business and office 
education program.
COMPETENCY AREA V
MANAGING THE CLASSROOM
The secondary business and office education teacher should be able to:
74. Establish acceptable standards of behavior
for classrooms and laboratories. 1 2  3 4 a
75. Recognize factors responsible for different
types of behaviors on the part of students. 1 2  3 4 a
76. Provide approved disciplinary action when
necessary. 1 2  3 4 a
77. Schedule the student's time and equipment
to achieve maximum use. 1 2  3 4 a
78. Develop and implement safety procedures
and first-aid care. 1 2  3 4 a
79. Prepare classrooms and laboratores for
daily use. 1 2  3 4 a
80. Control physical surroundings such as 
light, ventilation, and heat in
laboratories and classrooms. 1 2  3 4 a
81. Establish detailed rules and regulations
for laboratory participation. 1 2  3 4 a
82. Group students according to individual
differences. 1 2  3 4 a
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83. Develop and administer a system for 
cleaning and maintaining the class
laboratory. 1 2  3 4 a
84. Arrange for the storage and security
of supplies and equipment. 1 2  3 4 a
85. Interpret the legal and moral provisions
of teacher liability. 1 2  3 4 a
8 6 . Determine long- and short-range needs
for supplies, equipment, and facilities. 1 2  3 4 a
87. Consult the advisory committee in 
planning facilities and equipment,
and in evaluating supply needs. 1 2  3 4 a
8 8 . Obtain needed school equipment and 
supplies as gifts or donations in
accordance with school policy. 1 2  3 4 a
89. Prepare and submit state reports. 1 2  3 4 a
90. Cooperate with the administration in 
preparing a budget and in requisitioning 
equipment and supplies for the business
and office education area. 1 2  3 4 a
91. Make financial arrangements for special
banquets. 1 2  3 4 a
92. Maintain a running inventory of supplies
and equipment. 1 2  3 4 a
93. Develop and enforce policy for use of
facilities by other school personnel. 1 2  3 4 a
94. Maintain files and records on student
data: (a) progress, (b) attendance,
and (c) follow-up. 1 2  3 4 a
COMPETENCY AREA VI
DEVELOPING THE PROFESSIONAL ROLE
The secondary business and office education teacher should be able to:
95. Exhibit behavior appropriate to one’s
professional role. 1 2  3 4 a
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96.
97.
98.
99.
100.
101.
102.
103.
104.
105.
106.
107.
108. 
109.
Subscribe to and exhibit an understanding of
the philosophy of vocational education. 1 2  3 4
Demonstrate a critical understanding and 
appreciation of the American economic
system. 1 2  3 4
Participate in professional organization
activities. 1 2  3 4
Recognize the services and publications 
provided by the NBEA, SBEA, LBEA, AVA,
and LVA. 1 2  3 4
Serve as an officer of a professional
organization. 1 2  3 4
Keep up to date through professional 
reading and through acquiring new
occupational skills. 1 2  3 4
Contribute to professional literature 
through participation in research
studies. 1 2  3 4
Keep up to date on office administration 
systems found in present-day business 
organizations, such as word processing
equipment. 1 2  3 4
Utilize the services and materials 
provided by NSA (National Secretaries
Association). 1 2  3 4
Maintain professional certification by 
enrolling in graduate, extension, or
inservice education programs. 1 2  3 4
Utilize the ERIC Clearninghouse for
research purposes. 1 2  3 4
Identify and interpret the major 
federal legislation which has pro­
vided the foundation and current
funding for vocational legislation. 1 2  3 4
Participate in extra-curricular 
activities of the school as an
advisor or supporter. 1 2  3 4
Orient and assist beginning teachers. 1 2  3 4
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110. Supervise student teachers and cooperate with 
area colleges in providing opportunities for 
observation and demonstration purposes. 1
COMPETENCY AREA VII
COMMUNICATING WITH THE PUBLIC
The secondary business and office education teacher should be able to:
111. Assist in developing a public relations 
program so that members of the community will 
be aware of the merits of the business and
office education program. 1 2  3 4 ;
112. Provide such written materials as brochures, 
news releases, newspaper articles and dis­
plays to promote the business and office
education program. 1 2  3 4 ;
113. Give presentations to school and community 
groups to promote a business and office
education program. 1 2  3 4 ;
114. Conduct an open house to familiarize the 
community with the business and office
education program. 1 2  3 4 ;
115. Plan, develop, and present television 
and radio programs to promote the
business and office education program. 1 2  3 4 ;
116. Interpret and promote business and
office education within the school. 1 2  3 4 ;
117. Maintain liaison with employment
agencies and manpower organizations. 1 2  3 4 ;
118. Develop good relations with other 
schools in order to obtain feedback 
regarding the business and office 
education program and its status in
the community. 1 2 3, 4 ;
119. Assist with community business and
industry sponsored activities. 1 2  3 4 ;
120. Study community voting results on 
financial issues affecting the vocational 
educational program to determine the
level of community support. 1 2  3 4 ;
COMPETENCY AREA VIII
The
121
122
123
124.
125
126.
127.
128.
129.
130.
131.
132.
133.
134.
secondary business and office education teacher should be able
Obtain approval from the proper authorities 
for establishing a student business and
office education organization. 1 2  3 4
Promote student, school, and community 
interest and support for a business and
office education organization. 1 2  3 4
Conduct election and installation of
officers of the student organization. 1 2  3 4
Assist in the development of a constitution
and bylaws for the organization members. 1 2  3 4
Affiliate with state and national
organizations. 1 2  3 4
Develop a yearly program of work for
the organization. 1 . 2  3 4
Establish policy and procedure for 
managing money, supplies, merchandise
and equipment for the organization. 1 2  3 4
Conduct leadership development seminars
for the organization members. 1 2  3 4
Encourage participation in state, 
regional, and national leadership
meetings and contests. 1 2  3 4
Advise state and national student
competition entries. 1 2  3 4
Assist in planning and organizing
fund raising activities. 1 2  3 4
Maintain the student business and 
office education organization pro­
gram as an integral part of
instruction. 1 2  3 4
Prepare the state and national reports
for the organization. 1 2  3 4
Evaluate the organization. 1 2  3 4
COMPETENCY AREA IX
The
135
136
137
138
139
140
141.
142.
143
144.
145.
146.
147.
148.
COORDINATING ON-THE-JOB WORK EXPERIENCES
secondary business and office education teacher should be able 
Maintain a current file of jobs and
employers in the community. 1 2  3 4
Establish criteria and guidelines for 
initiating a cooperative business and
office education program. 1 2  3 4
Secure advisory committee recommenda­
tions for on-the-job training locations. 1 2  3 4
Evaluate the facilities of prospective
on-the-job training locations. 1 2  3 4
Choose the on-the-job training loca­
tions . 1 2  3 4
Participate in/and or conduct work­
shops and other programs to assist 
cooperating employers in understanding
their role in the cooperative program. 1 2  3 4
Develop training contracts for placing
students on the job. 1 2  3 4
Arrange school and work schedules with 
student-learners, faculty, and
cooperating employers. 1 2  3 4
Establish and apply policies for 
managing student attendance, trans­
fer, and termination. 1 2  3 4
Coordinate classroom instruction with
on-the-job activities. 1 2  3 4
Develop and maintain student-learner
progress reports. 1 2  3 4
Discuss progress reports with the
student-learner. 1 2  3 4
Assist student-learner with job-
related problems. 1 2  3 4
Sponsor employee-employer appreciation
event. 1 2  3 4
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149.
150.
Obtain follow-up information from former 
s tudent-learners
Involve students in evaluating on-the- 
job work experiences.
COMMENTS AND CRITICISMS (please specify the item number)
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L o u i s i a n a  S t a t e  U n i v e r s i t y 109
A N D  A G R I C U L T U R A L  A N D  M E C H A N I C A L  C O L L E G E
B A T O N  R O U G E  . L O U I S I A N A  • 70803
C ollege o f  B usiness A d m in is tra t io n
D E P A R T M E N T  O F  O F F I C E  A D M I N I S T R A T I O N September 13, 1978
Dear Business Educator:
Just a short time ago I requested your participation in the vali­
dation of an opinionaire to be used in a study to determine the rank 
order of competencies needed by secondary business and office education 
teachers in Louisiana.
Another copy of the opinionaire is enclosed; its completion will 
enable me to contact all the business and office education teachers in 
the state as soon as possible and to send you a copy of the results.
Your help is greatly appreciated during this most hectic time 
of the school year. If your opinionaire is in the mail, thank you 
so much. If not, please let me hear from you soon.
Sincerely
Elizabeth H. Newsham ' 
Instructor, Department of 
Office Administration
Enclosure
APPENDIX E 
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Ill
BE 6601 Date
STATE OF LOUISIANA 
PERSONAL, PROFESSIONAL, AND WORK EXPERIENCE DATA 
BUSINESS AND OFFICE EDUCATION TEACHERS
Do Not Write In 
This Space
Parish
School
V
C
G
D
F
Dr. 
Mr. 
Mrs. 
Name: Miss
Home Address
Home Phone
Zip
School Address
School Phone
Department Phone
Zip
No. of Years Taught 
Prior to This Year
Certificate 
No. and Type
Annual Salary 
(Total) $ ___
TEACHING SCHEDULE 
Please list your complete schedule
Class
Period First Semester Enrollments Second Semester Enrollments
1.
2 .
3.
4.
5.
6 .
7.
ACADEMIC TRAINING
112
College or University From To Degrees Earned
Majors ______________________________ Minors___ __________
OFFICE WORK EXPERIENCE 
(Vocational teachers need a minimum of 1500 hours)
Name of Business
Date of 
Employment
Length of Time Worked 
(years, months, days)
No. Hours 
Worked per Day
TOTAL Hours of Office Work Experience
MEMBERSHIP IN LEARNED AND PROFESSIONAL ORGANIZATIONS
_________________ LBEA  AVA Others: (List)
________________  SBEA   LTA __________
  LVA   LEA __________
Does your school have an FBLA Chapter? Yes _____  No_______
Comments:
APPENDIX F 
CORRESPONDENCE TO TEACHERS
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STATE OF LOUISIANA 114
DEPARTMENT OF EDUCATION
P. 0 . BOX 44064 
BATON ROUGE, LA. 
70804
J. K E LLY  NIX
S t a t e  S u p e r i n t e n d e n t
December 29, 1978
To: Louisiana Secondary Busine fitee Education Teachers
From: Huland D. Miley, Jr., Section Chief
Subject: Request for Professional Assistance
Elizabeth Newsham will be conducting a two-fold study during the next 
few weeks which will require your professional assistance. First of 
all, it will be part of the research required with her dissertation. 
Secondly, we need this information for curriculum revision and develop­
ment in Business and Office Education. As you are aware from reading 
the current literature, many states are utilizing performance-based 
objectives in the construction of curriculum materials in order to 
measure the effectiveness of the students, and the identification of 
needed competencies is the first step.
The attached letter and opinionaire from "Janie" will take just a few 
minutes of your time to read and to complete, and it will insure that 
your opinion is heard and included in the results.
Best wishes for the most successful year of your life. Please call on 
us anytime that we may be of service to you.
Huland D. Miley, Jr. 
Enclosures
TO: Louisiana Secondary Business and Office Education Teachers
FROM: Elizabeth H. Newsham, Supervisor, State Department of Education
DATE: January 3, 1979
SUBJECT: The Identification of Teacher Competencies
What, in your opinion as a secondary business and office education 
teacher, are the demonstrated competencies you place the most importance 
on in your classroom teaching? This is the topic of a doctoral study 
I am presently conducting; the identification of these competencies 
is the first extensive research of its kind in this discipline in our 
state. The findings should have far-reaching implications for curriculum 
and instruction development, preservice and inservice teacher education, 
and competency-based teacher education.
The instrument being mailed to you and to others in our field has been 
validated by a panel of nationwide experts. Please indicate the degree 
of importance you place on each competency in your teaching by using 
the suggested scale. I feel it is time that the classroom teachers' 
opinions be sought. After all, it is you who must meet and deal with 
the daily issues and procedures presented in the opinionaire.
All opinionaires will be numerically coded to afford a method of identi­
fying non-respondents, to provide a means of conducting follow-up proce­
dures, and to allow the necessary degree of anonymity to each respondent.
The second half of the school year is very near. Therefore, in order to 
report the results before its conclusion, I would appreciate your reply 
by Monday, January 22. A return, stamped envelope is enclosed for your 
convenience. A copy of the results will be mailed to your parish super­
visor for distribution. Your cooperation and participation is greatly 
needed and most appreciated.
Business and Office Education 
State Department of Education
Enclosures: 3
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FINAL INSTRUMENT
COMPETENCIES NEEDED BY SECONDARY TEACHERS 
IN BUSINESS AND OFFICE EDUCATION 
IN LOUISIANA
DIRECTIONS: According to the findings in the literature, research
studies, personal observations, and the opinions of selected 
business teacher educators nationwide, the following compe­
tencies are to be exhibited by secondary business and office 
education teachers. Please circle the number which best indi­
cates the degree of importance you place in your teaching on 
the demonstrated performance of each competency.
THE EVALUATION KEY:
1. You place no importance on the demonstrated performance 
of the competency.
2. You place little importance on the demonstrated performance 
of the competency.
3. You are undecided about the importance you place on the 
demonstrated performance of the competency.
4. You place moderate importance on the demonstrated perfor­
mance of the competency.
5. You place major importance on the demonstrated performance 
of the competency.
DEFINITIONS:
The following definitions may be helpful to you in completing
the opinionaire:
(1) Teacher competencies are the concepts, skills, and 
attitudes needed for the sufficient demonstration of 
performance of teaching responsibilities.
(2) A competency Area is a group of related competencies.
118
Circle the number of your choice as illustrated below:
1. No importance
2. Little Importance 
Undecided
4. Moderate Importance
5. Major Importance
COMPETENCY AREA I  
PLANNING, DEVELOPING, AND EVALUATING THE PROGRAM
The secondary business and office education teacher should be able to:
1. Design and conduct a community survey through 
occupational and task analysis in order to 
acquire information about the manpower needs
of the community. 1 2  3 4 5
2. Present and apply the findings of a community
survey. 1 2  3 4 5
3. Form and maintain an advisory committee for
the purpose of identifying curriculum needs. 1 2  3 4 5
4. Plan the instructional content (skills and 
knowledges) for occupational areas to be
taught in the program. 1 2  3 4 5
5. Conduct a student follow-up study to obtain
curriculum needs from the graduates. 1 2  3 4 5
6 . Assess the business and office education
program. 1 2  3 4 5
COMPETENCY AREA II 
PLANNING AND IMPLEMENTING INSTRUCTION FOR THE CLASSROOM
The secondary business and office education teacher should be able to:
7. Determine the needs and interests of the 
students in order to establish the major
units for a course of study. 1 2  3 4 5
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8 . Select and develop instructional content
of a course. 1 2  3 4 5
9. Identify and write the learning content for 
each unit, the performance objectives for 
the student, and the teaching techniques
and methods. 1 2  3 4 5
10. Use student input in identifying and/or 
planning and/or modifying learning
activities, 1 2  3 4 5
11. Obtain the commercially prepared supportive 
materials needed for the unit, including 
tools and equipment, texts, and instructional
media and aids. 1 2  3 4 5
12. Provide practical laboratory experiences that
reinforce classroom learning and provide for
skills acquisition. 1 2  3 4 5
13. Prepare daily lesson plans. 1 2  3 4 5
14. Prepare teacher-made instructional materials
such as information sheets, overhead trans­
parencies and bulletin board materials. 1 2  3 4 5
15. Determine appropriate library resources. 1 2  3 4 5
16. Determine need for and identify resource
persons. 1 2  3 4 5
17. Utilize a variety of teaching activities 
such as group discussion, problem-solving,
role playing, simulation and panel discussion. 1 2  3 4 5
18. Stimulate learning through brainstorming and
buzz group techniques. 1 2  3 4 5
19. Conduct a field trip. 1 2  3 4 5
20. Demonstrate essential manipulative skills. 1 2  3 4 5
21. Utilize audiovisual teaching aids and 
devices such as movie projectors, film­
strip projectors, tape recorders, and
instructional television. 1 2  3 4 5
22. Operate a spirit duplicator and a
mimeograph machine. 1 2  3 4 5
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23. Direct students in instructing other 
students.
24. Employ teaching techniques such as 
the project method, the lecture 
method, and oral questioning.
25. Give individual attention to the 
students as they are working.
26. Participate in team teaching.
27. Use programmed instruction.
28. Develop standards for student 
achievement.
29. Draw upon student experience in 
presenting instruction.
30. Utilize current research information 
concerning methods of teaching business 
and office education subjects.
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
COMPETENCY AREA III
EVALUATING INSTRUCTION
The secondary business and office education teacher should be able to:
31. Evaluate techniques and methods of teaching. 1 2  3 4 5
32. Construct pre-tests to identify student
entry-level skills. 1 2  3 4 5
33. Evaluate test and reference materials in
order to meet course objectives. 1 2  3 4 5
34. Determine if evaluative criteria already
in existence are adequate. 1 2  3 4 5
35. Locate and utilize testing programs for 
business and office education subjects 
made available by publishing firms or
professional organizations. 1 2  3 4 5
36. Develop means of evaluating the students’ 
work, work attitudes, work qualities,
personal traits and progress on the job. 1 2  3 4 5
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.
47.
48.
49.
50.
51.
52.
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Measure student progress against the stated
performance objectives. 1 2  3 4 5
Construct laboratory performance tests
based on realistic situations. 1 2  3 4 5
Formulate a grading system in agreement
with school policy. 1 2  3 4 5
Arrange for students to evaluate their 
own progress and devise self-evaluation
techniques for them to use. 1 2  3 4 5
Interpret evaluative data for students and
parents. 1 2  3 4 5
Evaluate students’ performance by using
standardized tests. 1 2  3 4 5
Evaluate student's progress in class, on
homework, and on lab assignments. 1 2 3 4 ' 5
Base student performance standards on
available equipment and supplies. 1 2  3 4 5
Diagnose student difficulties or
capabilities. 1 2  3 4 5
Devise case-study problems to test
student problem-solving ability. 1 2  3 4 5
Formulate objective-type test items. 1 2  3 4 5
Retain comprehensive records of student
progress and achievement. 1 2  3 4 5
Notify students periodically of their
progress. 1 2  3 4 5
Interpret test results for placement and/
or progress. 1 2  3 4 5
Use evaluations to provide feedback and
instruction modification. 1 2  3 4 5
Develop a measuring system in which the 
attainment of objectives serves as the
criteria for assigning grades. 1 2  3 4 5
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COMPETENCY AREA IV
GUIDING AND UNDERSTANDING THE STUDENT
The secondary business and office education teacher should be able to:
53. Cooperate with guidance counselors to aid the
progress of the students. 1 2  3 4 5
54. Analyze student cumulative records. 1 2  3 4 5
55. Develop student selection criteria for
the business and office education program. 1 2  3 4 5
56. Select and assign students for the business
and office education program. 1 2  3 4 5
57. Confer with students and parents at school
to discuss the educational and the occu­
pational development of the students. 1 2  3 4 5
58. Establish an "open door" counseling policy. 1 2  3 4 5
59. Confer with students on both individual and
on group bases. , 1 2  3 4 5
60. Assist students with scholastic problems. 1 2  3 4 5
61. Assist students to develop study habits. 1 2  3 4 5
62. Assist students with personal and social
problems. 1 2  3 4 5
63. Assist students with problems associated 
with furthering their education and their
career planning. 1 2  3 4 5
64. Assemble, display, and provide information
to the students on occupational opportuni­
ties. 1 2 3 4 5
65. Assist student in seeking employment. 1 2  3 4 5
6 6 . Write recommendations for students for
permanent employment. 1 2  3 4 5
67. Update, revise, and improve the curriculum
based on follow-up studies. 1 2  3 4 5
6 8 . Maintain case-study reports as part of
student follow up. 1 2  3 4 5
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69.
70.
71.
The
72.
73.
74.
75.
76.
77.
78.
79.
80. 
81.
Build good rapport with students in the 
classroom.
Recognize the individual differences in 
physical, mental, and social traits of each 
student.
Ascertain the reasons why students leave 
or discontinue the business and office 
education program.
COMPETENCY AREA V 
MANAGING THE CLASSROOM
secondary business and office education teacher
Establish acceptable standards of behavior 
for classrooms and laboratories.
Recognize factors responsible for dif­
ferent types of behaviors on the part of 
students.
Provide approved disciplinary action 
when necessary.
Schedule the student’s time and equipment 
to achieve maximum use.
Develop and implement safety procedures 
and first-aid care.
Prepare classrooms and laboratories for 
daily use.
Control physical surroundings such as 
light, ventilation, and heat in labora­
tories and classrooms.
Establish detailed rules and regulations 
for laboratory participation.
Group students according to individual 
differences.
Develop and administer a system for 
cleaning and maintaining the class 
laboratory.
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
should be able to: 
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
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82. Arrange for the storage and security of
supplies and equipment. 1 2  3 4 5
83. Interpret the legal and moral provisions
of teacher liability. 1 2  3 4 5
84. Determine long- and short-range needs
for supplies, equipment, and facilities. 1 2  3 4 5
85. Consult the advisory committee in planning 
facilities and equipment, and in evaluating
supply needs. 1 2  3 4 5
8 6 . Prepare and submit state reports. 1 2  3 4 5
87. Cooperate with the administration in preparing
a budget and in requisitioning equipment and 
supplies for the business and office educa­
tion area. 1 2  3 4 5
8 8 . Make financial arrangements for special
banquets. 1 2  3 4 5
89. Maintain a running inventory of supplies
and equipment. 1 2  3 4 5
90. Develop and enforce policy for use of
facilities by other school personnel. 1 2  3 4 5
91. Maintain files and records on student
data: (a) progress, (b) attendance,
and (c) follow-up. 1 2  3 4 5
COMPETENCY AREA VI 
DEVELOPING THE PROFESSIONAL ROLE 
The secondary business and office education teacher should be able to:
92. Exhibit behavior appropriate to one’s pro­
fessional role. 1 2  3 4 5
93. Subscribe to and exhibit an understanding
of the philosophy of vocational education. 1 2  3 4 5
94. Demonstrate a critical understanding and 
appreciation of the American economic
system. 1 2  3 4 5
95. Participate in professional organization
activities. 1 2  3 4 5
96.
97.
98.
99. 
100.
101.
102.
103.
104.
105.
106. 
107.
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Recognize the services and publications 
provided by the NBEA, SBEA, LBEA, AVA,
and LVA. 1 2  3 4 5
Serve as an officer for a professional
organization. 1 2  3 4 5
Keep up to date through professional 
reading and through acquiring new
occupational skills. 1 2  3 4 5
Contribute to professional literature 
through participation in research
studies. 1 2  3 4 5
Keep up to date on office administration 
systems found in present-day business 
organizations such as word processing
equipment. 1 2  3 4 5
Utilize the services and materials pro­
vided by NSA (National Secretaries
Association). 1 2  3 4 5
Maintain professional certification by 
enrolling in graduate, extension, or
inservice education programs. 1 2  3 4 5
Utilize the ERIC Clearinghouse for
research purposes. 1 2  3 4 5
Identify and interpret the major federal 
legislation which has provided the 
foundation and current funding for
vocational legislation. 1 2  3 4 5
Participate in extra-curricular activities
of the school as an an advisor or supporter. 1 2  3 4 5
Orient and assist beginning teachers. 1 2  3 4 5
Supervise student teachers and cooperate 
with area colleges in providing oppor­
tunities for observation and demon­
stration purposes. 1 2  3 4 5
COMPETENCY AREA VII
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109
110 
111 
112
113
114
115
116 
117
COMMUNICATING WITH THE PUBLIC
secondary business and office education teacher should be able to:
Assist in developing a public relations program •• 
so that members of the community will be aware 
of the merits of the business and office educa­
tion program. 1 2  3 4 .
Provide such written materials as brochures, 
news releases, newspaper articles and dis­
plays to promote the business and office
education program. 1 2  3 4 .
Give presentations to school and community 
groups to promote a business and office
education program. 1 2  3 4 :
Conduct an open house to familiarize the 
community with the business and office
education program. 1 2  3 4 :
Plan, develop, and present television 
and radio programs to promote the
business and office education program. 1 2  3 4 .
Interpret and promote business and
office education within the school. 1 2  3 4 .
Maintain liaison with employment
agencies and manpower organizations. 1 2  3 4 .
Develop good relations with other schools 
in order to obtain feedback regarding 
the business and office education
program and its status in the community. 1 2 3 4 !
Assist with community business and
industry sponsored activities. 1 2  3 4 !
Study community voting results on financial 
issues affecting the vocational educational 
program to determine the level of community
support. 1 2  3 4 !
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COMPETENCY AREA VIII 
SPONSORING STUDENT BUSINESS AND OFFICE EDUCATION ORGANIZATIONS
secondary business and office education teacher should be able to:
Obtain approval from the proper authorities 
for establishing a student business and
office education organization. 1 2  3 4 5
Promote student, school, and community 
interest and support for a business and
office education organization. 1 2  3 4 5
Conduct election and installation of
officers of the student organization. 1 2  3 4 5
Assist in the development of a constitution
and bylaws for the organization members. 1 2  3 4 5
Affiliate with state and national organi­
zations. 1 2 3 4 5
Develop a yearly program of work for the
organization. 1 2  3 4 5
Establish policy and procedure for 
managing money, supplies, merchandise
and equipment for the organization. 1 2  3 4 5
Conduct leadership development seminars
for the organization members. 1 2  3 4 5
Encourage participation in state, regional 
and national leadership meetings and
contests. 1 2  3 4 5
Advise state and national student compe­
tition entries. 1 2  3 4 5
Assist in planning and organizing fund
raising activities. 1 2  3 4 5
Maintain the student business and office 
education organization program as an
integral part of instruction. 1 2  3 4 5
Prepare the state and national reports
for the organization. 1 2  3 4 5
Evaluate the organization. 1 2  3 4 5
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COMPETENCY AREA IX
COORDINATING ON-THE-JOB WORK EXPERIENCES
secondary business and office education teacher should be able to: 
Maintain a current file of jobs and employers
in a community. 1 2 3 4 5
Establish criteria and guidelines for 
initiating a cooperative business and
office education program. 1 2  3 4 5
Secure advisory committee recommendations
for on-the-job training locations. 1 2  3 4 5
Evaluate the facilities of prospective on-the-
job training locations. 1 2  3 4 5
Choose the on-the-job training locations. 1 2  3 4 5
Participate in/and or conduct workshops 
• and other programs to assist cooperating 
employers in understanding their role in
the cooperative program. 1 2  3 4 5
Develop training contracts for placing
students on the job. 1 2  3 4 5
Arrange school and work schedules with 
student-learners, faculty, and cooperating
employers. 1 2  3 4 5
Establish and apply policies for managing 
student attendance, transfer, and termi­
nation. 1 2 3 4 5
Coordinate classroom instruction with
on-the-job activities. 1 2  3 4 5
Develop and maintain student-learner
progress reports. 1 2  3 4 5
Discuss progress reports with the
student-learner. 1 2  3 4 5
Assist student-learner with job-related
problems. 1 2  3 4 5
Sponsor employee-employer appreciation
event. 1 2  3 4 5
129
146.
147.
Obtain follow-up information from former 
student-learners.
Involve students in evaluating on-the- 
job work experiences.
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BATON ROUGE, LA. 
70804
TO
FROM
DATE
SUBJECT
Business and Office Education Vocational Supervisors 
Janie Newshara, Supervisor, Business and Office Education 
February 21, 1979 
Request for Assistance
A few weeks ago I sent an opinionaire entitled "Competencies Needed 
By Secondary Teachers in Business and Office Education in Louisiana" 
to a number of your Business and Office Education teachers. This 
doctoral study being conducted has implications in three important 
areas: (1 ) curriculum content and instruction, (2 ) inservice teacher
education, and (3) competency-based teacher education programs. It 
is my contention that teacher input into these areas is mandatory in 
order for the programs to be viable ones. After all, it is they, as 
well as the students, who will benefit from positive change.
The responses have been quite gratifying thusfar; however, I would 
appreciate it if you could encourage your teachers to complete the 
opinionaire if they have not done so and to return it to me so I 
may report the results.
Thank you very much for your help.
Janie Newsham, Supervist>r 
Business and Office Education
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APPENDIX I
RANKS ASSIGNED TO ALL COMPETENCIES BY SECONDARY 
BUSINESS AND OFFICE EDUCATION TEACHERS 
IN LOUISIANA
Item Mean
Rank No. Score Competency Statement
1 92 4.80846 Exhibit behavior appropriate to one's professional role.
2 72 4.73383 Establish acceptable standards of behavior for classrooms 
and laboratories.
3.5 74 4.71393 Provide approved disciplinary action when necessary.
3.5 69 4.71393 Build good rapport with students in the classroom.
5 25 4.70896 Give individual attention to the students as they are 
working.
6 75 4.70398 Schedule the student's time and equipment to achieve maximum
7 70 4.66915
use •
Recognize the individual differences in physical, mental, 
and social traits of each student.
8 49 4.66418 Notify students periodically of their progress.
9 12 4.63433 Provide practical laboratory experiences that reinforce 
classroom learning and provide for skill acquisition.
10 8 4.60945 Select and develop instructional content of a course.
11 43 4.59701 Evaluate student's progress in class, on homework, and 
on lab assignments.
12 77 4.57711 Prepare classrooms and laboratories for daily use.
13 93 4.57214 Subscribe to and exhibit an understanding of the philosophy 
of vocational education.
14 20 4.56716 Demonstrate essential manipulative skills.
15 22 4.54975 Operate a spirit duplicator and a mimeograph machine.
16 84 4.54726 Determine long- and short-range needs for supplies, equip­
ment, and facilities.
Rank
17
18
19
20
21
22
23
24
25.5
25.5
27
28
29
30.5
30.5
33
APPENDIX I (Continued)
Item Mean
No. Score Competency Statement
24
7
36
28
98
79
53
113
73
45
31
59
63
39
37
82
4.54229
4.53980
4.53731
4.53234
4.52239
4.51493
4.50746
4.50498
4.50249
4.50249 
4.49626 
4.48010 
4.47015
4.45771
4.45771
4.45025
Employ teaching techniques such as the project method, the 
lecture method, and oral questioning.
Determine the needs and interests of the students in order 
to establish the major units for a course of study.
Develop means of evaluating the student’s work, work
attitudes, work qualities, personal traits and progress 
on the job.
Develop standards fbr student achievement.
Keep up to date through professional reading and through 
acquiring new occupational skills.
Establish detailed rules and regulations for laboratory 
participation.
Cooperate with guidance counselors to aid the progress of 
the students.
Interpret and promote business and office education within 
the school.
Recognize factors responsible for different types of be­
haviors on the part of students.
Diagnose student difficulties or capabilities.
Evaluate techniques and methods of teaching.
Confer with students on both individual and on group bases.
Assist students with problems associated with furthering 
their education and their career planning.
Formulate a grading system in agreement with school policy.
Measure student progress against the stated performance 
objectives.
Arrange for the storage and security of supplies and 
equipment.
Rank
33
33
35
36
37
38
39
40.5
40.5
42
43.5
43.5
45
46
47
48
APPENDIX I (Continued)
Item Mean
No. Score Competency Statement
33
4
6
94
87
51
13
66
30
61
141
50
11
64
78
71
4.45025
4.45025
4.44776
4.43035
4.42537
4.42289
4.42040
4.41791
4.41791
4.40399
4.40299
4.40299 
4.39801
4.39552
4.38557
4.37562
Evaluate test and reference materials in order to meet 
course objectives.
Plan the instructional content (skills and knowledges) for 
occupational areas to be taught in the program.
Assess the business and office education program.
Demonstrate a critical understanding and appreciation of 
the American economic system.
Cooperate with the administration in preparing a budget and 
in requisitioning equipment and supplies for the business 
and office education area.
Cooperate with guidance counselors to aid the progress of 
the students.
Prepare daily lesson plans.
Write recommendations for students for permanent employment.
Utilize current research information concerning methods of 
teaching business and office education subjects.
Assist students to develop study habits.
Coordinate classroom instruction with on-the-job activities.
Interpret test results for placement and/or progress.
Obtain the commercially prepared supportive materials 
needed for the unit, including tools and equipment, 
texts, and instructional media and aids.
Assemble, display, and provide information to the students 
on occupational opportunities.
Control physical surroundings such as light, ventilation, 
and heat in laboratories and classrooms.
Ascertain the reasons why students leave or discontinue 
the business and office education program.
APPENDIX I (Continued)
Itern Mean
Rank No. Score Competency Statement
49
51
51
51
53
54
55
56
57
58
59
60 
61
144
143
21
119
34
115
67
14
17
38
60
/. 7
4.37065
4.36318
4.36318
4.36318
4.36070
4.35572
4.35075
4.34826
4.34577
4.34080
4.33666
4.33167
4.33085
Assist student-learner with job-related problems.
Discuss progress reports with the student-learner.
Utilize audiovisual- teaching aids and devices such as
movie projectors, filmstrip projectors, tape recorders, 
and instructional television.
Identify and write the learning content for each unit, the 
performance objectives for the student, and the teaching 
techniques and methods.
Promote student, school, and community interest and support 
for a business and office education organization.
Determine if evaluative criteria already in existence are 
adequate.
Develop good relations with other schools in order to 
obtain feedback regarding the business and office 
education program and its status in the community.
Update, revise, and improve the curriculum based on follow- 
up studies.
Prepare teacher-made instructional materials such as infor­
mation sheets, overhead transparencies and bulletin 
board materials.
Utilize a variety of teaching activities such as group 
discussion, problem-solving, role playing, simulation 
and panel discussion.
Construct laboratory performance tests based on realistic 
situations.
Assist students with scholastic problems.
Formulate objective-type test items.
APPENDIX I (Continued)
Rank
Item
No.
Mean
Score Competency Statement
62 100 4.31343 Keep up to date on office administration systems found in 
present-day business organizations such as word 
processing equipment.
63 91 4.30846 Maintain files and records on student data: (a) progress, 
(b) attendance, and (c) follow-up.
64.5 48 4.30348 Retain comprehensive records of student progress and 
achievement.
64.5 41 4.30348 Interpret evaluative data for students and parents.
66 55 4.29602 Develop student selection criteria for the business and 
office education program.
67 58 4.29353 Establish an "open door" counseling policy.
68 118 4.27612 Obtain approval from the proper authorities for establishing 
a student business and office education organization.
69.5 1 2 0 4.26866 Conduct election and installation of officers of the student 
organization.
69.5 52 4.26866 Develop a measuring system in which the attainment of
objectives serves as the criteria for assigning grades.
71 1 0 2 4.24876 Maintain professional certification by enrolling in graduate, 
extension, or inservice education programs.
72 142 4.24378 Develop and maintain student-learner progress reports.
73 106 4.23383 Establish acceptable standards of behavior for classrooms 
and laboratories.
74 29 4.22637 Draw upon student experience in presenting instruction.
75 1 22 4.22388 Affiliate with state and national organizations.
76 139 4.22139 Arrange school and work schedules with student-learners, 
faculty, and cooperating employers.
77 124 4.21891 Establish policy and procedure for managing money,
supplies, merchandise and equipment for the organization.
Rank
78
79
80
81
82
83
84.5
84.5
86
87
88
89
90
APPENDIX I (Continued)
Item Mean
No. Score Competency Statement
90
89
57
108
123
56
44
5
126
114
107
121
135
4.21393
4.21144
4.19403
4.19154
4.18159
4.17413
4.16915
4.16915 
4.16667 
4.16418 
4.16169
4.15960
4.15672
Develop and enforce policy for use of facilities by other 
school personnel.
Maintain a running inventory of supplies and equipment.
Confer with students and parents at school to discuss the 
educational and the occupational development of the 
students.
Assist in developing a public relations program so that 
members of the community will be aware of the merits 
of the business and office education program.
Develop a yearly program of work for the organization.
Select and assign students for the business and office 
education program.
Base student performance standards on available equipment 
and supplies.
Conduct a student follow-up study to obtain curriculum 
needs from the graduates.
Encourage participation in state, regional, and national 
leadership seminars for the organization members.
Maintain liaison with employment agencies and manpower 
organizations.
Supervise student teachers and cooperate with area colleges 
in providing opportunities for observation and demon­
stration purposes.
Assist in the development of a constitution and bylaws for 
the organization members.
Evaluate the facilities of prospective on-the-job training 
locations.
APPENDIX I (Continued)
Rank
Item
No.
Mean
Score Competency Statement
91.5 131 4.15174 Evaluate the organization.
91.5 83 4.15174 Interpret the legal and moral provisions of teacher 
liability.
93 95 4.14925 Participate in professional organization activities.
94 146 4.13930 Obtain follow-up information from former student-learners.
95 96 4.13682 Recognize the services and publications provided by the 
NBEA, SBEA, LBEA, AVA, and LVA.
96 40 4.12935 Arrange for students to evaluate their own progress and 
devise self-evaluation techniques for them to use.
97 136 4.12438 Choose the on-the-job training locations.
98 147 4.12189 Involve students in evaluating on-the-job work experiences.
99 54 4.11940 Analyze student cumulative records.
100 65 4.11194 Assist student in seeking employment.
1 0 1 140 4.10448 Establish and apply policies for managing student attendance, 
transfer, and termination.
102 105 4.09453 Participate in extra-curricular activities of the school as 
an advisor or supporter.
103.5 133 4.08995 Establish criteria and guidelines for initiating a cooperative 
business and office education program.
103.5 127 4.08955 Advise state and national student competition entries.
105 81 4.08209 Develop and administer a system for cleaning and maintaining 
the class laboratory.
106 32 4.07960 Construct pre-tests to identify student entry-level skills.
107 23 4.07214 Direct students in instructing other students.
108.5 129 4.05970 Maintain the student business and office education organi­
zation program as an integral part of instruction.
108.5 76 4.05970 Develop and implement safety procedures and first-aid care.
110 86 4.03731 Prepare and submit state reports.
139
Rank
111
112
113
114.5
114.5
116
117
118.5
118.5
120
121
122
123
124
125
126
APPENDIX I (Continued)
Item Mean
No. Score Competency Statement
138
128
10
35
16
145
132
137
134
15
116
85
111
62
130
109
4.01741
4.01244
4.00995
3.99005
3.99005
3.97512
3.96766
3.95025
3.95025
3.92537
3.90547
3.89552
3.87065
3.86567
3.86070
3.85821
Develop training contracts for placing students on the job.
Assist in planning and organizing fund raising activities.
Use student input in identifying and/or planning and/or 
modifying learning activities.
Locate and utilize testing programs for business and office 
education subjects made available by publishing firms 
or professional organizations.
Determine need for and identify resource persons.
Sponsor employee-employer appreciation event.
Maintain a current file of jobs and employers in a 
community.
Participate in/and or conduct workshops and other programs 
to assist cooperating employers in understanding their 
role in the cooperative program.
Secure advisory committee recommendations for on-the-job 
training locations.
Determine appropriate library resources.
Assist with community business and industry sponsored 
activities.
Consult the advisory committee in planning facilities and 
equipment, and in evaluating supply needs.
Conduct an openhouse to familiarize the community with 
the business and office education program.
Assist students with personal and social problems.
Prepare the state and national reports for the organization.
Provide such written materials as brochures, news releases, 
newspaper articles and displays to promote the business 
and office education program.
Rank
127
128
129
130
131
132
133
134
135
136
137
138
139
140
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Item Mean
No. Score Competency Statement
125
19
3
110
80
117
46
2
1
101
104
68
18
42
3.82836
3.80846
3.79353
3.77363
3.76368
3.74627
3.73881
3.72139
3.71144
3.69652
3.68905
3.61692
3.61596
3.61194
Conduct leadership development seminars for the organization 
members.
Conduct a field trip.
Form and maintain an advisory committee for the purpose of 
identifying curriculum needs.
Give presentations to school and community groups to promote 
a business and office education program.
Group students according to individual differences.
Study community voting results on financial issues affecting 
the vocational educational program to determine the 
level of community support.
Devise case-study problems to test student problem-solving 
ability.
Present and apply the findings of a community survey.
Design and conduct a community survey through occupational 
and task analysis in order to acquire information about 
the manpower needs of the community.
Utilize the services and materials provided by NSA (National 
Secretaries Association) .
Identify and interpret the major federal legislation which 
has provided the foundation and current funding for 
vocational legislation.
Maintain case-study reports as part of student follow-up.
Stimulate learning through brainstorming and buzz group 
techniques.
Evaluate student's performance by using standardized tests.
APPENDIX I (Continued)
Item Mean
Rank No. Score Competency Statement
141 27 3.53980 Use programmed instruction.
142 99 3.44527 Contribute to professional literature through participation 
in research studies.
143 88 3.35323 Make financial arrangements for special banquets.
144 26 3.33831 Participate in team teaching.
145 103 3.25373 Utilize the ERIC Clearinghouse for research purposes.
146 97 3.13433 Serve as an officer of a professional organization.
147 1 12 3.12687 Plan, develop, and present television and radio programs 
to promote the business and office education program.
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